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* FOREWORD ] 2

)
. -

With the cooperation and help of the California Association 3T School Bysinéss Officials,

the Cahforna State Departmerfte of Education has prepared the 1980 edition of the
California Sthook Accounting Manual for use 1n Cahfornia public schools And the
California State Board of Edycation. acting under the provisions of Education Code Section
41010 and on* the recom ndation of the Educational Management and Evaluation

. Commuission. has approved this new edition as the official manual for Califorma public

school accounting : ' . .

The accounting prgcedures outhned i thw official manual have béen field tested by those
responsible for Califorma public school accounting We know that the officials responsible
for the a?coun‘tmg practices employed by California public schools are qualified to do their
work well We are therefore certain that the work of these officials. as evidenced n the
Califorma School Accounting Manual, will meet with the approval of all of-you who have
responsibility for the operation of California’s public schools

N
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’ - PREFACE ‘ . '

(dllfOrmd.SuhOOI districts are required by law to prepare tinancial reports and annual
budgets that show all purposes for which the districts will need financial support  These
reports and budgets are prepared on forms prescribed by the Su permtendent ot Public
Instruction The county supernintendents ot schools are required to make annual fmancial
reports to the Superintendent of Public Instruction which show for cach school district yr

- their respective counties the amounts expended for cach L]dsslhudllon ot expenditure -
designated by the Supermtendent of Public Instruction ‘ . ’

The Cahtorma Association of School Business Otficials has for.a number ot yeambeen
cooperating with the State Department ot Education in the prepagation of the accdunfing
manjials that have been’ pubhished by the Department ot Eduutux tor use by the school
districts-and offices of the county supernitendents of schools The tirst ot these, Handbogh
of Instructions Jor the Classification of S(/mul[ \pepdigds. was [)le]l\hgd m 1939 In this
manual the expenditure classiicatioft and the instructions contormed with those bemng
employed by the United States Office 'of Lducation Tha handbook gontained istructions
for the classification ot expenditures. digtinguished between supphes and equipment and
defined accounting terms A second handbook. The 1 ting Of Lhatements of School
Revenue and b \pc’ndllur(’ was published 110 }941

In 1944 the tirst handbook was revised to contain the L\pnndlturg classitication and
procedures then recommended by the United States Othee of Education 1his edition of the
manual. known as the Caltforma School \ccounting Vanual. Parts [-117 was then revised m
1951 to secure additional segregation of expenditure classes and to provide Jdarification ot

the instructions A sLlf)plerhmtd L'ylld&. Supplement to Califormia School Accounting
 Mamual pabhshed m 1954 was qL\otul to generdl lcdwr and stores system acCounting dnd
"to dasstheation ot meome . ‘ - .

In 1957 the US Office of t ducation published, lulamlal Lccounting for Local and State
School Systems  Standard Recewpt and 1. wpendifure Accounts. which was intended as o
guide for nationwide standardization ot accounting spractices  Although <ertain € ahtornia '~
laws. practices and procedures made it impractical. 1L not impossible. to adopt all tlu
procedures recommended n that federal puhhutlon «m 1961 the Calitorniu School
Accounning Manual was revised to comply with as muany ot the tederal recommendations as
posslbl} Thc 1901 revision of tlu manual aontdlncd fo pres: “Income”™ “Expenditures”
l ivtures. and Senvice Systems™ and

~

Thu l‘)()4 edition of tlu (uilfurma St /nml 1(<1mnlmg Vianual mntdmul three new parts
developed by accounting commutices of the California Association of Pubiic School Business
Officials - “General Ledger Accounting.™ “Program Cost Accounting.” dxld"'/\u(ullﬁmg
Teyminology ™ -

- In 1966 the Califorma School Accounting Manuak.-Part 1, “Inegme.” was revised to
providesipcome accounts for the many new federal programs ‘

The, 1968 and 1971 editions served to update the J9606 edition

A revised school accounting system was presented in the 1973 ctlition ot the.California
S(/nm/ Accounting Manual Procedures and codes were established tor the auountmg ot *

. t

) income and expendatures by object. rather than by function The new manual provided
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maximum flexibility, as the object accounts could be combined 1n any fumber of ways to
iHuminate program expenditures . ’ v . .

The 1976 cdition ot the Culiforna Sc/um/ Accounting Manual provided methods to
deeount tfor imcome and expenditures in instructional and support programs Account codes
and required dccounting and reporting procedures were introduced i oparts U IE and 1V
and procedures tor stores systems and general ledger deeounting were prgsenud ln Parts V'
and X ‘ ‘-

This cdition of &he Culttorma School l(cnunng Manual mcorpofates  the 1977
amendments. whichh were developed by the members of the Accounting and BUd“L[lnL
Research  committees of  the Calitornia Assoctation ot Scheol. Business Otfiaals 1n
cooperation with Calitornia Statg Department ot Education statt Upon recommendation of
the Educational Muanagement and Evaluation Commission. the Calitornia State Bouard Lot
fducation approved the amendments duorddnu with Education (odg Section 410]b
The amendments do the tollowing . . “

-1 Clartty the d;tlnmons and mmprove the methods ot distributing dlrui costs and direct
support LSS 1O Progranms

2 Stress the mmportance of distributing direct support costs, -dnd spuul\ that indirect

costs shall be allocated to all programs

‘Rc\qum the submnission ot g comprehensne suppleme tal ~annual financal report

(Form J-41A1 which will display the distribution ot costs to all programs at the same

time Tlts report will replace \L\erT sepdrate reports previously required

l

s

-,
These amendments are effective tor the 19830-%1 fiscal year. and the annual finangal
report tor all programs, Form J-41A will be due Septembet b 1981, based on these

Provisions ‘ . i

WICLIAY D WHITENLCA - ‘ STEPHEN L PARODI
Doyt Superintonfing . ' X Chet {4 otance
for Vdwinistration - oo . Brircau

JACQUE T ROSS
Vovoatats Sigurintonde & and Chut
Dt ot Finanow Servr o«
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Today we are in the midst of a great u
public intere
finance. Schodls are performing new services tQat
previously were not part of public education. In
this environment edueators need toqls to interpret
educational programs to their communities and to
legislators. Some of the needed-tools are preci

accounting terms that are easily understood. These

tools enaple educators tp highlight the many
programs‘.'uba school system and to relaté these

- programs to their costs.

Definitive costs such as teachers’ salaries are easy
to-understand; however, they give only part of the
finaneial picture. The other part is the activity or
progrdm, comprised of object expefAditures such as
textbooks and supplies. These objects are pur-
chased and are charged to the prpgram they serve.
This procedure is known as accoun;ing by pro-
gram, program accountmg or program cost
accounting. )

Para.llel to program accounting as a concept is
program budgeting, defined as a grouping of pro-
posed expendltures and anticipated income accord-
ing to the series of. activities or program they are
intended to support. When objects of expenditure
are so grouped, they form a program expenditure

" budget After expenditures have been made, the}

may be analyzed according to the same object

classifications used in the program budget to give a,

complete picture of the program as budgeted ant
as actually carried out.
A program budget lists and summarizes what is

needed to accomplish ‘program aims. The number

of teachers is determined, and their salatie§ are
estimated. Textbooks, supplies, equipment, and
other requirements are listed along with their cost
estimates. The total gequlerents constrtute the
program expenditure budget This process pro-
dudes a list of objects of expenditure that is

R B
-

rge of i
in school programs, budgets, and ~

i

v
-

megningful to educators, members of g'o%:ming
boards;, legislators, and the community. Thus, with

_ varying degrees of refinement, the program budget-

ing process is essentially one of hstmg the objects
needed to accomplish the program’s aims. This
process is presently used by school districts receiv-
ing catggorical aid.

This accounting ‘manual presents a format for
collecting and presenting data that can be uded in a
variety of ways to serve the educational purposes
of school districts and the state. The 'manual
provides maximuym flexibility to districts because
its object accounts can be combined in any numbeér
of ways to illuminate many different kinds of
programs. The district defines its programs-and the
district decides exactly how object items are to be
combined. Therefore, the accounting manual pro-
vides the flexibility to budget, account for, and
report the costs of whatever programs are operated’

\in California school districts.

L4

Special Features of School Accounting

4undamental principles of accounting theory

apply to governmental accounting, including public .

school accounting, as well as, to commercial
accounting. The basic principles are-as follows:

Uniform nomenclature, adequate to satisfy tech-
‘nical requirements yet understandable to the
layman, should be used.

Data should be organized in a manner donducive
to prampt and accurate preparation of reports
and financial statements. .

A double entry set of accounts should be
maintained on a modified cash basis.

The accounting system should be organized in a

manner that will faciljtate 3n efficient prepa-

ration of the periodic audit.

11 T
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The records should help guarantee.that expendi-
tures will be made accordlng to legislative,
- administrative, and govemmg board intent.

Data should be organized .to facilitate tl\_

]

preparation of future budgets

The special features of school accountmg are
presented and discussed in this section.

Fixed Assefs Records

Altlsugh the fixed assets of a school district
have httle hedrmg on 4 district’s solvency . records
of tlxed assets (e.g . mvestmemds i land. ground
improvements, burldings, and equipment) shall be
maintained i acfordance with | ducation Code

- Section 35168. The records provide basic intorma-

ton for admunistratnve control and
valugtion ' . 3 -

Fixed asset accounts should ke harged with
capital outlay expenditures from all funds eitlrer
currently or by a summary entr¥ at the end of each
fiscal ygar. At the same time, 2 reserve account
entitled - ‘Investment in Fixed Assets™ should be
credited. with a like amount. Fixed asset retire-
ments and adjustménts are treated in a similar
Tmanner by appropriate charges or credits to these
accounts.

Depreciation records on fixed assets generally -
are not maintained m taxsupported agencies
except in the public utility type of agency.
Memorandum depreciation records may be ‘main-
tained if desired to reflect future habrllty for fixed

asset replacement.

insurancee

Long-term Liabilities )
A} A

‘Phe long-term financing of a government urit 15)
different from private enterprise in that the bonds
1ssued by & business concern are usually secured by
the fixed assets of the issuing concern. Govern-
mental bonds are dependent for security upon the
ability of the school -district to raise money
through taxation. 2

Bonded débt actounts are maintained by the
‘county auditor, and data are usually furnished the
schoo] district annually regarding the budget
requirements ‘for the Bond Interest and Redemp-
tion Fund. However, school districts should keep

_ memorandum records of the bonded debt in drder

to have at hand complete dafa regarding such
indebtedness, present’and future tax requirements

.

N

for bond redemption and interest, and.potentiai
additional bonding capacity of th&;dlsll’lCt

PRy

Revenue ¢

The National Committee on Munrcrpal Account-

‘mg defines revenue a8 “additions to assets which

do not increase any liability, nor represent tl?;
recovery of an expenditure, nor represent tfie
cancellation of Labilities without 5corﬁsponding
increase in other liabilities’or. a decrease in assets. ”?
Furthermore, it notes that “revenue refer® to an
increase in the net resources or surplus of a fund.”
The .committee also points out that not all
increases in the net resources of a particular fund
“result in an increase in the net resources of the

m;n}dpality as a whole, since the ‘resources of
!

ter fund may decrease correspondingly.” .

/Fund revenu®s are.ordinanly classified as to
so_urce, su¢h as fqleral subvention, state apportion-

- ments, or district taxes.

H
e

-

Expendﬁures

Expendltures represent charges agamst appropn-
ations. If the accounts are kept on the accrual
basis, the term expenditures includes total charges
incurred, whether paid or unpaid. When the
accounts are kept on a cash basis. the term covers
only tH€ actual cash dlsbumcments

.
.

Appropnatlons

.
f

An approprration is an allocation of funds,
income, or estumated income made by the govern- -
ing board of the school district for specnﬁc
purposes, usually limited as to-the time when it
may be experded.

Appropnatlons made by the governing board
authorize the schopl district to spend certain sums
of money for definite activities. An appropriation
specifies™in some detail the exact purposes for
which expenditures may be made, the amount to-
be spent, and the penod of ¢ime dunng which the
expenditures are to be made.

Even though expenditures are carefully planned,

changes in appropriations are sometimes necessary.

Certain contingencies may arise-that require addi-
tional appropriations. A contingent reserv® (A ppro-
priation for. Contnngencres) is provided from'which
the governing board may authorize transfers to

a2t

s

¢ . -
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. activitibs for: which igs

nt funds were pro-
\gded in the ong,mal appropnatxon

Encumbrances ©

-

In order to keep commitngents within the -

financial plan, obligations in the form of purghase

. orders or contracts that areg to be met from. an

[

-,

L3

*

L]

'may mclude all the usual general ledger ugcounts."
e,
(di
-records may or may not be physigally separated

appropnatlon are recorded as a restriction .of the
apgropnatlon balance. By ‘this mean.s the adminis-
tration has @ confrol to prevent the overexpendi-
ture of an appropnatfon\ !

-When .encombrances are not formally entered
agqmst the appropnatlon. account, it is possible to
approve commitmentd’ Ihat may exceed - fhe
amount allocated to the appropr’mtnon ‘Thé oBlwa-'
fions ceaser to be emumbrances when paid.

Fund Balance . N . :

The term fund balunce: with suitabldqualifica-
tion.. 1s emploved to denote the excess of assets

ovey liabilities or, at oter times, exgess of rp-

sources over the sum of obligations. 'resgrves, and

'ungncumbercd'appropriutions,

Funds

. The National Committee on Municipal Account-
mg defines the term tund as a “‘sum of moriey of
other resources (gross or net) sot aside for the,
purpose.;ﬂ‘ carTying on sptum activities or aTain-
ing certain oBJuU&q in* accordance with spuul A
regulatlons restrictions. or Imitations and consti-
tutﬁg an -independent  fiscal and  accounting
entity.” Thus. the accggnting structure of a fupd

-

. assets. habilities, fund balance. mcome. expen-
ures. appropriations. and encumbrances. The

from other funds, but the fund will be a complete
and . separate entity yicldimg distinct financial

. feports. In a number of cases, specific expenditures
*may be legally made from two or more different

funds. In a few  instances. the law guthorizes
transfers ffom one fund to another by resolwtion
of the goveining board.

Classification of Funds

+

Fhe number of kinds of fur%ds'authorized by law . -

may vary from time to time. In-addition to the

r

1 : ‘ 4

ae

< General ‘Fund, some of the typical funds used b

" Building Fund,

* . rients. The annual financi

\il

a

14 ' .

school‘distrfcts are thegBuilding Fund, State School
and Cafeteria Fund However g
taking into account ‘the restrictions involved m
each fund. the greater fhie number of tunds the
more rigid the financial® admlmstratxon becomes. .
Theretorc in the absence of legal rnqmrcments the ‘

. orgamzatlonal unit should establish as few, mnds as
posstble.

«Q

f\

-
- ’ ‘

aQudget ’ »

. The budget 1s 2 proposed plan of etxpenditures
and #he. means ol financg these expenditures. -
taking into account tle 1ccessur): legal require-
and budget reports are .
fiscal docurents exlubiting actual income and .
expenditures of” prior, ﬁical years, the proposed—
appropriations for expenditures. and the proposed
sources of micome to nuei these appropriations for
the sucaegdmg fmal year in every tund of the
school district.

<4

Boo

iginal Entry . )
.Transactions qf several kinds-afe recorded in

documents such as apportionment notices. ¢ash ¢
receipts. deposit records, requisition, purchase

orders, warrants, “and warrant registers. These

*documents should be employed for direct or

summarized p_osting to ledger accounts. They’
showdd indicate the accounts affected by account
nanie or number.

Documerits that represent transactions of any.~
one kind and fhat are numerous and regularly
recumng are %isually, recorded consecutlve}y an
clyonologically in specialized registers. These regis-
ters are employed for the accumulation of totals of
a number of similar transactions to reduce the

- snumber of postings'td general ledger accounts. :

Every accounting system needs a joumnal or
system of Jo‘ﬁmal vquchers, other than special
registers, for, the fi¥ formal recording of those
iffrequent entries for which no other prov '\15 .
made; €% opemn% adjusting, and closing

fot posting to lédgers. Standard commercml

‘forms are suitable in many cases. \
o .
. ' 1] ~
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’,To meef the state’s legal requirements’ governing

the submittal af school district budget and finan—g

aal information, school districts Tust submit two

" basic fiscal reports at the\en‘d of* each year—the
Annual Financial and ﬁudget Report, Forg§ J-41,
and the‘Supplemental Annual Financial Report,
Form J-41A.

T Annual Financial and Budget Report

Arnual Fmancral and Bugget Repoyt has
distinct sections (1) Incordeby Source, (2)
Expgnditures by Object. ands(3) i:x‘penditurcs by
am Each section shall contain data for the

ding fiscal year tactual). the last completed
year (actual). and ,the ensuing fiscal year
(budget) - . . -

13
U Income by Source The Income by Source
section 1s used toWenize Beginning Balance.

Income by Source:and Incoming Transfers. A ’

sample reporting document is illustrated 1n
Exhibit 1-A ’

2 Expenditures by ().h/é(‘( The | xpenditure by |-

" @bject section 1s used to itemize the vapqus

ot ,claisn'n(ms of kxpense. Other Outgo, and
Lndin® Balance A sample reporting docu-
“menf i ustratedtin Exhibit 1-B ¢

hot B

»

Financial Reporting

-
A by

3. Expenditures by Program’ The Expenditures
by Program_secuéh 1s used to summarize the
dosts ’of lnstrucuonal“Progra;ns, Support Pro-
grams, Auxiliary Programs, and-Other Outgo.
A sample reporting dogument s 1llustrated n
Exhibit 1-C." Program classification d&Xini-
tions are given in Exhibit l-p.

N < i
Supplemental Annual Financial Report

The supblcmén{al Annual Fiancial Report,
Exiibit I-E. provides for a comprehensive report
which displays the distmbution of costs to all
programs at the same time. This report also
replaces various separate reports® previously
required. ¢

A Sample Program Budget form s given in
Exhibit I-F. Districts will find the v of this form
helpful_wn the development of costs for rograms
and speciat projects. When completed, the budget
document should show projected expenditures by
program or project and income by source of funds.

Districts should use the preceding year's indirect
cost rate in the development ot the program or
project budget. N )

P s

| -
The actudl Annudl | inancial and Budyet Report document con-
tains more speattic intorma tion and instructions
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ANNUAL FINANCIAL AND BUDGET REPORT

\ . . T Last
Preceding completed™ Ensuing
. fiscal year tiscal year fiscal year
. : (Actual) (Actuall (Budget)
’ - Col. 2 Col. 3
BEGINNING BALANCE, JULY 1
Cash in County'Treasury
Cash in Bank(s) (E.C 52704}
Revolving Cash Fund (E.C.,42800—42806, 42810) ....
Cash Collections Awarting Deposit (E.C. 41001-41021)
Investments (at cost, EC. 41015) ... :
Accounts Receivable (reported on Form J43-A)
Stores . ...
Prepaid Bxpense
Other Current Assets .
TOTAL CURRENT ASSETS
Less. Current Liabilities and Deterred Income (reported on
Form J-43)
NET BEGINNING BALANCE (must agree with Net Ending
Balance feported for prioryear)
Adjustments to Accounts:Receivable .
Adjustments to Current Liabihties .
ADJUSTED NET BEGINNING BALANCE
(Summary-Net Adjusted Beginning Balance)
" Restricted
Unrestricted” . .

INCOME B SOURCE
81008400 Federal Income ..
8110 \Mainterdance and Operations (P.L. 81-874) .
8130 Schdol C:opstructnon (PL 81815) ...
8140 Education Professions Development Act
(P.L 90-35)
8150 Economic Opportumty Act (P L 88 452)
8160 Elementary and Secondary Education Act
. (PL 89-10)
8170 Comprehensive Employment and Tramlng Act of 1973
(P L.93-203) .. .
8180 Special Education {.L. 94«142)
.8220 Child Nutrition Programs .
8240 Vocational Education Amendments of
1968 (P L 90-576)
8310 - Forest Reserve Funds N
8320 Flood Control Funds ..
8330 U S. wildihife Reserve Funds. .
8480 ‘“Muscellaneous Funds™ ..
8490 Other Federal Income .
Subtotal .

8500 Coinbined Federal and State Income
8530 Children’s Centers .
8580 ‘‘Miscelianeeus Funds’




Exhibit I-A {Continued)
X > -

Last. »

Preceding completed- Erisuing
fiscal year fiscal year fiscal year
(Actual) (Actal) #”  (Budget}

Col. 1. , Col.2 Col. 3

8500 Combined Federal 4nd State’ Income (Continued)
8590 Other Stat&and Federal Income
"y . Subtotal ...... ool

) Sute Income "o
1§ Principal Apportionment
. ! 8620 Spepial Pyrpose Appomonment
86§O S&eial ‘Altowances
8&0\ A . |
A
867% -Tax <
8680 'Wiscelpneous Funds”
8690 Other State Income
" Subtotal . .

-~ 8700 Coynty Income
- 8720 Eqgyalization Aid Odfftet Tax ..... s
8750 "Contract Services
8760 County Schaol Building Aid
8780 “Miscellaneous Funds” -
8790 Other County Income .
" Subtetal ...

‘ 8800 Local Income
8810 Dustrict Taxes ..
8820 City end County Taxes .
8840 Sales :
8841 Sale of Bonds ..
8842 TASale of Equipment and Supplies . . ..
. 8843 * Sale of Land and Buildings *
8844 Foed Service Sales
8845 Sale of Pyblications
. - 8849 Other Salds
50 Rentals and Leases
60 Interest
8870 - F
8880 'Miscelianeous Funds'’
8890 _Other Local Income .. ..
‘ Subtotar . . .

8900 Ingoming Transfers
8910 Juq:r High School Tuition

- 8920 OtHer Tuition ..
~ 8930 Int

8990 _ Other Incoming Transfers
. . Subtotal
TOTAL INCOME

TOTAL, NET BEGINNING BALANCE
AND INCOME .. ..




« . . LN L. \' R
_Exhibit I-B — Expenditures by Object . ' N ,
: ANNUAL FINANCIAL AND BUDGET REPORT ' * ’
e - . “ : Last ) i
v . , : \ Pm#dmg completed  Ensuing
- . : T o . fiscal yeor fiscal year tiscal yoar
v . . , : fActual) (Actual) (Budget)
R ""Col 1 Col. 2 , . Co3
¢  EXPENDITURES-BY DBJECT ! :
1000 Certificated Salaries ; ,
© .~ 1100 Teachers’ Salaries g e s
" 1200 School Administrators’ Salaries............ ...... \“é
1300 Supervisors'Salaries .. .........................
1400 - Librarians’ Salaries . ... ....................... ‘
1500 Guidance, Welfare,'and Attendance Personnel
Salanes ... . ............. ... T A )i
1600 Physical and Mental Health Personnel Salanes ...... - 7
1700 Superintendents’ Sajaries .
1800 Other Certificated Salaries of Dns;r.nct and Countv
’ -~ Administrative Personnel . Ceoee . - .
1900 Other Certificated Salaries e e
Subtotal . ... .... . o w
4 .
2000 Classified Salagies ° . : ‘ ) ' .
2100 Instructional Aides for Direct Teaching Assistance
Salaries ......... ... ... ... ... PR
2200 Classified Salaries of County Superintendents’ Offices
and District Admunstrative Personnel . .. ... ... .
) 2300 Clerical and Other Office Personnel Salaries . . <
2400 . Maintenance and Operations Perspnnel Salaries ... ...
2500 Food Service Personnel Salaries ... .......... -
2600 Transportation Personnel Salaries . ... ......... " . . ] N 2
2900 Other Classified Salanies . ........ . R
Subtotal . . ...... & e
3000 Employee Benefits .. v
3100 State Teachers’ Retirement System Annuity Fund .~
3110 State Teachers’ Retorement System -~
- for Teachers . . L ) ,
3120 State Teachers’ Returement System : . . R
Other than Teachers ... . C e e, : : -
3200 Public Employees’ Retirement Fund. . . ... .. ] =
) 3210 PERS for%nstruchonal Aides . . ......... .
’32?0 PERS for Other than Instructional ' . ) -~ J
Aides....... e e - .
3300 Old-Age, Survivors, Disapility, and ) .
Health Insurance . . .. . \
3310 OASDI for Instructnonal Andes . e e Y .
* 3320 OASDI for Qther than Instructional
t ' Ardes . ......... Ce e . .
3400 * Health and Welfare Benefits .© ... ...........
3410 .Health and Welfare Benefits for Teachers and \ . ' .
r\ . * Instructional Ades .... .......... ceen . ¢
. 3420 Health and Welifare Benefits for All Other . N . L
Employees . .............. ... .. ... ..., -
- . . l




L v ¢ , ‘ . : . .
> S e ’ Exhibit 1-B (Continued)
4 o . - M‘
. . . ; . Last "
' - Preceding ~ * completed  « . Ersuing
N Y ) ' \ fiscal year . fiscal year ¥iscal year
. - ' ot ) {Actual) ' (Actual) . (Budget)
- ’ P . Gol. 1 © Col2 . - %ol 3 ~
3000 Employee Beneﬁts(Conu‘nued) / < ' . . . “
3500 State Unemployment Insurance ... ..... ....... S ’ ~ ‘ f .
3510, Unemployment Insurance for Instructional LN ’
3 Ades....%. ... fee '
3520 Unemployment insurance for All Other ~ S ‘ e e
Employees ............... R . v . -
3600 Workers’ Compensation Insurance .. ... - o -
* 3610 Workers' Compensation Insurance for Teachers ' . . ,
) N & Instructional Aides . ..... .. .- _ . : -
3620 Workers’ Compensation Insurance . , ‘)
. for All Other Employees . .. ’ PR
3900 OtherBenefits. ......... . ... .. ....... ! ) '
Subtotal .. ........... .
- ~ f
4000 Books, Supplies, and Equipnient Replacement >
© 4100 Textbooks .......... oo e
4200 Other Books ...... .. .. e
4300 Instructional Matenals and Supphes ’ i
4400 Instructional Media Ma'erials and Supplies , (
4500 Other Supplies . ... . .. .. . .. C e
4600. Pupil Transportation Supplnes . . . . ’
4700 Food Services *
. 4710 Food . . . e ' .
4720 Meals for Needy Puplls - N AR )
¢ 4790 Other ... ... .. . ’ ’
. 4800 Equipment Replacement
Subtotal .
' 5000 Contracted Services and Other Operating Expenses
" 5100 Contracts for Personal Services . .. -
5200 Travel and Conference Expense
5300 ODues and Membershtps . - ... -
) 5400 Insurance ) -
5410 Fure and Theft . . . , N

) ) 5420 .Liability Insurance .. .  ......

5430 Fidelity Bond Premiums . ... .. ..

5440 Pupsl Insurance. .. ..... e . ..

5500 Utihities and Housekeeping Services ... ...... . : i .

5600 Contracts, Rents, and Leases R
5700  Legal, Election, and Audit Expenses .

5800 Expense for Administrative Districtwide Operanon e
. and/@therServnces P .
Subtotal ...m. .. . ... . . .....
> T ‘
6000 Sites, Buildings, Books and Modu, and Equipment
6100 'Sites and lmprovement of Sites .. . ... .. ... '
. 6200 Buildings-and improvement of Bu:ldmgs .......
6300 Books and Media for New or £xpanded Schoo! Lnbranes
§310, L'lbraryBooks.. e - . .
. . . 6320 Library Materials .. ............ Coee .
. »
- . ,
e , . p -5




Exhibit |- (Continued) : o . S

-

R P -
P » . A . . ‘
| . . /
« . Preceding . completed Ensuing . \
.. . fiscel yoar ~  fiscal yoor - fiscal yoer |
i ‘ ) B * (Actuai] (Actual) (Budget) ./ ’
: Col. 1 Col. 2 Lol.3 /.
6000 Sites, Buildings, Books and Media, and Eqmpmem (Continued) ; , . /
‘6400 ‘Equipment / R
' ' 6410° Audiovisual Equipment . ... ... . ... ... ,__ZL; T
6420 Library Equipment . ... .................. o J ’
6430 Food Service Equipment . .. .. ' ........ S 2 . . 3/ ,
/ 6440 "Pupi Transportation Equipment . e . . _
6490 All Other Equipment .. . . .. ... , .. - '
Subtotal A ' :
. ~
TOTAL EXPENDITURES (1000—6Q90T —
7000 Other Outgo
7100 DebtService N \ ~ °
7110 Annual Rephg;gent on Account of Public , ' ) -
. School Building Apportionment . . .. . CA . ’
7120 Annual Repayment on Account of State
. . School Building Apportionment ........... . - .
, 7130 BondRedemption....................... -
7140 Bond Interest and Other Service Charges .. ... _ :
: 7150 Repayment of State School Building Fund . ’ , ) ) '
. Aid by Warrant to the State Treasurer for .
to BondSales ....................iiiina _
7160 Payments to Original District for Acquisinon ' \
of Property . ..........ccovennn. PRT -
7190 Other Payments . ...................... . /
7200 Outgoing Transférs .
" 7210  Junior High School Tuition for Grades Seven
'adeught T S
7220 Tuition under interdistrict attendance .
) . agreements for general or specific .
. instructional setvices, including ' , - .
transportation, for designited pupils ........ La
7230 Education provided in a tubefculosls or polio > - ’ - .
. ward, hggpital, or sanatorium maintained - )
by a ty or groupgof counties .. ... T, e =
7240 Tuition and transportation of children ’ ' . v
Jttending classes fof physicaily handidapped, .
educationally handicapped, mult‘iple handi- .
. . capped, and mentaily retarged maintained .
. by acounty superintendent of schools ,'
and/or other school districts ......... e )
.‘ 7250 Tuition paid for.current expenses to ( . ; T '
- L regional decupstional centars or programs * , X
' operated by other school districts, county " ' - )
superintendents of schools offices, and . .
* regional occupational centers operqted ’ ' v ‘ .
. nder a joint powers agreement . . .... ... = ik -
7260 uition paid to l;ogional occupational centers : [
or regional occupational programs for capital -
outlay oxpo‘nu oply ........... e . . ‘/ \
S ‘ B - r
. ! 19 (
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7200 Outgolng Transfefs {Continued) -
. 7270 Tuition paid for nonimr;xigrant children,
. noncitizen &hildren, and children residing in
. ’ foster homes ang children’s institutions ... ..
7280 Tumon paid for the educatioh of exceptional
‘u i children for whom no approptiate special
- , education facilities and services are © % .
. ) available or can be prow% P "
- 7290 .Other Tuition ... .. e - e P
* 7300 Interfund Transfers T

~ ! \7310 From the General Fund to the Child

"

Q

ERIC

Aruitoxt provided by Eic:
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‘ Exhibit 1-B (Continued)

»

v

7320

7330

Development Fund and the Development '

Centers for Handicapped Pupils Fund
Between the General Fund and the_SpecsaI .

Reserve Fund ..................... 5% ..
To the Public School Building Fund or to the

State School Building Fund from all other
funds of the district, any monies of the
district which are required to be expended -
for the project for which such apportion-.

' ment was made

. 7340 From the Bond Tnterest and Redemptlon funds
after all prin¢ipaland gntgrest paymeuts have.
been made, to the General Fund °
7350 To'the Deterred Maintenahce Fund . . ...
7390 Other authorized- mterfund ‘transfers . oo
7400 Other Transfers | ’ j\

7410 Transfers from funds of tapsed or reorganized
scttool districts to another school district
7420 Transfers4o the County Schoo! Service Fund

’ 3 for the educatnon of mentally setarded
) minors . .
. 7430 Transfe:,s to th&Gounty School ’

Service Fund for speciat educatien’students .
7440 Transfers to Districts for Special
+ Education Master Plan,
7490 “All other transfers
Appropriation for Contingencies . .
Subtotal . . .\

-TOTAL EXPENd|TUBES. PTHER OUTGO. AND
APPROPRIATION FOR CONTINGENCIES .

y . '-r

ENDING BALANCE, JUNE 30 {
. Cashn County Treasury . ... .o .
Cash in Bank (s} [ .eage.- « ... ...
Revoliving Cash Fund . e e ‘.
Cash Collections Awamng Deposlt cee
lnvestments (at cost) )

oewN =

- Last '
Preceding completed Ensuing
fiscal year fiscal year , fiscal year
{Actyal) . (Acwal) * (Budget)
Col. 1 Col. 2 . Col. 3 .
.’/ N - ! v
¢
a . ' -
; - "
)
L ]
. “ ¢
L . S
)
¢
\ .
v v . 4 \
-, oy .
L
d . . N
L)
L]
XXX X XXX X '
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Exhibit |-B (Continued) ] B -
, ) A . * Last .
¢ ’ ©“. ¢ Préceding . completed Ensung .
. - fiscal year fiscal year fiscal year
) - . & fActual) ’ Actual) {Budget)
. t . ‘' Cot1 , Col. 2 Col 3
, L ’ - ’ A *
' . 6. Accounts Receivable : .
7 Stores . ', . o L r o .
8 Prepaid Expense ! L . R,
9. Other Current Assets ' oo - '
10 General Reserve, June 30 , . O XXXX_ XXXX I
- ~ ~ 7 “ ' ,
\ TOTAL CURRENT ASSETS e L .
~ Less Current Liabiities (report;d on Form’J~43) t‘-' ! ¢
NET ENDING %AL‘:E ‘ o ) : o
(Summary ¢f Net Ending Balance) - i - s
Restricted ;/ ' . -
Unrestricted ¢ 1 7 . \ _ : < .
- . ' . \ } \‘ R “ -
TOTAL EXPENDITURES, OTHER O6TGO, AND { \ ) '
APPROPRIATION FQR CONTINGENCIES PLUS
NET ENDING BALANCE : .
1] - \.
. - .
. 1 . - -
. ¢ o
. a
( _ ¢ ’ .
s > 1 e .
} & d .
-y ; . /;
. L4 } f L -
¢ - - '
iy x ' : s
- ‘ « . : .
- ' v
i . R - . N %
. . ’ ! ,
t}
. . / . '
- ‘
~ . . N
\ —-
- ¢ .
“ - \ . 14
“
< . . .
. s [N
) ' -
bad o * b - - ' “
I\ ]
s 1 . ) ‘21 , .
. \\\ )
. . N . L , N . .
\)4 8 ) “ A\‘ . + i | .
ERIC ~ S - :
. A . . '
- . .
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’ , ) \ e Exbibit }-C ~ Expenditures b‘LProgr'am_ Yo
. " - . - - ¢ R : - : ' + ’
‘ . ANNUAL FINAN(\:lAL AND B.UD ET REPORT. " o S
- , Co v ¢+ Last Lo
. ) i Preceding . completed Ensuing ]
) . . e Ta e fiscal year fiscal year - fiscal year 4
. : R {Actual) (Actual) (Budget)
' , SR Col. 1. . _  Col2 . CoL 3
INSTRUGTIONAL‘?‘ROGRAMS . . . L. L
General Education . . v ' . I .
N+ Preformal - .. - Lt N : . ~ ‘.,
" Elementagry .. : _ . - - o " : AV : L.
~ Secondary ... : -, ¢
. . Reg:onal Occupational Comer; or Programs*. - . —x
Adlﬁt . . . ' '3 - . - ), ¥ Y - : .
MR Io‘tal General Educan'on -~ : L - ".
e Total Special Education v s — « - * -
. - . P . . ",
TOTAL INSTRUCTIONAL PRGERAMS . e e e
. SUPPORT SERVICE PROGRAMS (PISTRICT 1 Toratsi - : ) ‘ // .
Special Projects {Federal and State Categorical Aid ' ; a
_ Programs) . - 2 . 2 — s O
. Instructional Support 7 . e ] .
-, Ipstructional Administration . . . b : o= J :
Instructional Media . L . - . P— \
7 Sehool Admm;stratloﬁ ) i . _ ’ R
‘ Totakinstructional Support o ot . I S 7
Pupil Servites . . . , : . i
. General Support : - B . . . ) ‘
District and County Superintepdents Admmlstratxon ) . -
Mairiterrance - ~ :
+  Operations - o7 ’ L o .,
*\ @  TranWortation ) :’ Ty .
Total Gené¥al Support > -
TOTAL SUPPORT SERVICE PROGRAMS Co . - N S
- . — -
AUXILIARY 'PROGRAMS . . ’ -
Community Services ) - : ’ ) , .
3 Food Services ’ _
Facility Acquisition and Construcfmn ) ) o _
TOTAL AUXILIARY PROGRAMS - - '
TOTAL INSTRUCTIOINALnPROGRAMS, SUPPORT . .
SERVICE PROGRAMS, AND AUXILIARY o ’ . } -
PROGRAMS * s o e =
N . . _— P————
L4 .. ’ . Y . \
-, ‘. o
~ . ’
’ < ] ~

ECy R
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Exhibit -0 {Continued) ) . ,

4 o ' * 3 I
' - - . Last
. N Preceding completed Ensuing
e . h v ] . T ) fiscal year fiscal year fiscal year
“ e ’ . ) O ' (Actual) (Actual) ‘(Budget)-

- ’ Col. 1 * Col. 2 Col. 3
OTI-‘ER ouTGO. ’

. Tumon, e e e e e

.. AIIOtherOu-lgo.......... Cee e e _ .
., -TOTALOTHEROUTGO . ... .. . % ... .. '
- . M v

N ! . L °

.y . Aoppropriation For Contingenciés . ........ W e . XXXX XXXX =
o Net Endmg Balances . ... ¢t e

GRAND TOTAL EXPENDITuRES FOR lNSTRUCTlONAL . - N
) PROGRAMS, SUPPORT SERVICE PRGGRAMS,
47 " AUXBIARY PBOGRAMS OTHER OUTGO, AND NET .’
: ~ 'ENDING BALANCES R i
' 4 v N . ’
A
» . v
: ’ ¢
-~ ’ 1,’ !
‘ -
4 * -
A Y y h
. » - 1‘;
b ) b
* . ' !
. LY - -

- . ? . ' . -

‘
- - ¢ '

.
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The following definitions aré applicable to the
progtam categories shown in Exhibit 1-C. The
_ examples, of diregt charges’ are representative and
are.not aII inclusi :

Instru tional Prqg‘

General Education.
structional programs mctude preformal elemen-
tary, secondary, regional occupatlonal centers or
programs, and adult education.

General education instructional proggams are
mstructlonal activities designed primarily to pre-
pare puplls for the common activities as citizgns,
including occupatlonal preparation. Direct instruc-
tional program charges include salaries of teachers,
including amounts paid fot chairing an academic
department, aides’ salaries; ,gmployee benefits;
textbooks; ~instructional supplies; equipment
replacement; and addjtional equipment.

Examples oﬁsqrvuces excluded as direct charges
to instructiosial ‘programs are maintenance of’
equipment (to, be charged to the mamtenance
program); field trips (to be charged to the trans-
portation program) and custodial services, utilities,
and so forth (to be charged to the operatnons
prégram).

For exceptnons to these examples, see the
discussion under Special Projects in this section.

- Special Education. Special edutation instruc-
tional programs are direot Instructional activities
designed primarily to deal with special pupil
characteristics of an exceptional nature. The activ-
ities are the same as for general education.

# Transportation of special education pupils is to
be a direct charge.to the transportation program
and subsequently transferred to the appropriate
special education program as a direct support cost.

Life of Grade Span . /
Preformal means those programs and services$

provided by the district for chnldfen of prekinder-.

garten age.
Elementary means those programs and services

grovided for pupils -enrolled in kindergarten
through grade six or kindergarten through grade

'

"PROGRAM CLASSIFICATION DEFINITIONS

The, general “gducation in- .

. ning throu

Y

Exhibit I-D

\J’
eight in unifiedydistricts, and kmdergarten through
grade eight in elgmentary dlstrlcts

Secondary radans those programs and services
provided for pupils in grades seven through twelve
or nine through twelve in unified districts, grades
twelve in high school districts, or
grades seven through twelve in high school districts
*maintaining junior high schools.

Regional occupational centers or programs
{ROC/ROP) means those vocational or technical
training programs and services provided as defined
in Education Code sections 52300-52330 and
California Administrative Code, Title 5, Education,
sections 11500—11508. . )

Adult means those programs and services pro-
vided for adults, as defined in “Education Code
Section 52610 and California Administrative Code,
Title 5, Education, sections 10500—10591.

Support Service Programs

Special Projects

Special projects are projects and programs that
may have their own project directors; are approved
and funded by State, federal, or private agencies
and require special project budgets and audits; and
may require financial reports. They”usually are
entirely 1n support of an instructional program or
another support program. Direct charges shall be
made to a special project when the expenditure
classification has -been expressly funded by the
donor.

The charging of donor-authorized.costs directly
to special projects means that the district may
never have available the total expenditures made
. from all funds for various support items such as
administration, pupil services, operation, main-
tenance, transportation, and so forth. Although it
is not required for state reporting, the district
should display at the end of the fiscal 'year the
tetal expenditures in each of, these support.
categories by summarizing the expenditures made
from general support and categorical aid support;
this activity would be most helpful for local
mandgement purposes. y \

Special projects include, but are not timited to,

4«
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the following programs: - ' purpose is to provide resources to suppart instruc:
1. School Improvement Prégram qon for a schogl or a schoot district. Included in
2. American Indian Early Chitdhood Educa- is category are the following: -

tion . AY ..
3, Egonomic Impact Aid School Library and_ Audiovisual. A school

: 4.M|ller-Unruh Basic Reading Act ' \library and aydiovisshel program includes respon-
' 5. Vocational Education Act ) sibility for organizin§ and managing library
6. Elamentary and Secondary Education Act, - books and preparing, caring for, and making

Title 1 (Regular Nequcted and Delin- available audiovisual equipment, . maternals
quent) scripts, and other aids to teaching and learnmg
7. Elementary and Secondary Educatnon Act, that have special appeal to sight and hearing.
Title IV:B ) N Activities include ordering, cataloging, process-
8. Elementary and Secondary Education Act, ~ ing, and circulating books >and audiovisual
"Title 1V-C * materials and equipment; planning for the use of
9 Elementary and Secondary Educatlon Act, - the librar§/ by teachers. and pupils; selesting
Title VI . . ) . bpoks and audiovisual  materials; participating in
10. Comprehensive Employment and Training faculty planning for the use of books and .
, Act ' audiovisual ‘materials; and guidiy/é‘::hers and
. pupils in the use ofehe library. -
Instructional Support . ) ’ Educational Television. An educational tele-
Certificated or 'classified employees assigned to vision program consists of such activities as
instructional support programs may not be classi- _writing, programming, and directing educational
fied as teachers or instructional aides. television programs as a part of the instructional _

Instructional Administration. Instructional ad- program of the school or district. .
ministration is the area of responsibihity for the Computer Assistance in Instruction. Com-
improvement of teaching through a program of _ puter assistance in instruction for a school or a
leadership, guidance, and assistance to aid teaching school district consists of such activities as
staff and to improve ‘curriculum and curriculum writing, programging, and directing ongoing
materials used by teachers. It consists ‘of super- . computer-based instructional programs and
vising instruction, developing and improving cur- instructional management information pro-
ricula and curriculum materials, guiding teachers in grams. < . ; ‘
the use of ifstructional materials, administering Direct charges to the instructional media pro-
sabbatical leave, providing for inservice training, gram shall include salaries for librarians, library
and so forth. N .clerks, audiovisual personnel, petsonnel involved in

Normal direct charges to this program incjude writing, programming, and directing ongoing
the salaries of director(s) or supervisor(s) of ele- educational television and computer-based instruc-
mentary and/or secondary. instruction or cur(ic-‘ tional programs; employee benefits; library books,
ulum ’ laboratories, clerks, employee benefits, regardless of where they are placed in the district;

:l?nsxril::nt(s)mfg ;S:):rl\:;ie 'ttrraavlgmg;j dng:; tr':::; audiovisual materials; replacement of and addi-
PPies, ! tional audiovisual and library equiprhent.

expenses for assigned personnel, eqlipment ‘
replacement, and additional equipment. Textbooks are not _d‘larged hgre, they are
Expenses for those activities that have as their + Ccharged to the appropriate instructional program.

_purpoge overall general administrative responsi Computer assisted instructional activities of an
bility for the entire school district or county experimental nature are not charged here; they are,

superintendent’s office are not charged here. These charged to instructional administration.
expenses shall be charged to the district admnmstra . School Administration. School administration
tion program. X constitutes those activities that have as their
7nstruct/ana/ Media. Instructional media is the purpose overall administrative fesponsibility for a
pragram  area consisting of those activities whose single school or several 1schoo|s {(but not a dlstnct).‘ -

Q2
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pnpc:pal assnstant principals, and other assistants
in the general sun&vmon of ail operatlons of the
school evaluation of the staff m/erqtgz/rs ‘of the
school assignment .of duties of staff members;
supervision vf the records of the‘school; coordina--
tion of school instractional activities with instrug-
tional activities of the school district; and so forth.

¢

Pupil Services . ) o,

4

Attendance. Attendance includes those activities
that promote and umprove school attendance of
.pupnls'. Attendance. services consist of such acfiv-

ities as: early idenmfication of patterns of nonatten- e

dance, Ypromotion of positive pupil and parent
attitudes toward attendance, atalysis of causes of
nonattendance, early action on problems of non-
attendance, and enforcement of compulsory atten-
dance laws. The mechamcs of attendance recordmg
and reporting on g districtwide basis 1s charged to
the district admigustration program. \
. ‘ .
Welfare. Wejfare includes those activities that
assist in the prevention or solution of the personal,
social, and emotional problems of pupils involving
family, school, and community relationships when
such problems have a bearing upon the quality of
the schoolwork of pupils. It consists of such
professional services as diagnosing the problems of
pupils arising out of the ,home, school, ar
community; undertakmg casework services for the
child or parent or both; interpreting these prob-
lems of pupils for other staff members;
promoting modification of the circumstances
surrounding the individual pupil that are related to
his or her problem insofar as the resources of the
farnily, school, and community can be brought to
bear on the problem. These activities are usually-
assugneﬂ to such staff members as school social
bworgers visiting fteachers, or d'rectors of school
social work. Programs providing wearmg apparel

»

Guhﬁgce Guidance

that - pUpils assess and understand theirdqbil-
ities, aptitudes, interests, environmental factors,
and educational needs; assist pupils in understand-
ing éducational and career opportunities;, and aid

_ pupils in making optimum use of educatiorial and
career opportunities through the formulation of
rea?lstac goals. Guidance includes such activities as

‘

and
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. : '
counseling pupils.and parents, evaluating the abil-
ities of puplls assastmg pupils to make their own
educational and career plans and choices, assisting
pupils in .personal and social adjustments, and
'working with other staff members in planning and
conducting guidarice * programs. Guidance also
ihcludes administering -psychological tests and
managing and plannmg a program of psychologuca}
services for the school system:.

Counseling. Counseling .covers those activities.
that supplement the school system reservoir of
informatidbn identifying thé mduvuduahty of each
.pupll, his or her capacities, achugvéments interests,
‘potentialities, and needs; study the individual pupil
expetiéncing acute problems of educatid‘n}al devel-
opment to furnish diagnostic information; and
suggest programs concerning the psychoiogucal
aspects of these problems.

Health. Health covers those actnvntles that pro-
vide physucal and mental services not directly
mstrucponal such as medical, dental, psychaatnc

and pursing services.

‘ D,lfect‘charges to the pupil services program shall
include salaries of counselors, attendance officers,
psychologists, nurses, physicians, psychiatrists, and

. other personnel authorized in the field of physical*

and mental health who are employees of the«

district; salaries of secretaries and clerks; employee
bengefits, office, medical, dental, and first aid
supplieé; travel and conference expenses for per-
sonnel employed in pupil services; contractual
" services of personnel who ate not on the payroli of

_the district; equipment re acemeat, gnd additional

equipment

.

General Support

Admimstration by the Office of the County
Superintendent and the District. Those activities
that have as their purpg@se overall general adminis-
trative responsibility for the eritire county super-
intendent’s office or school district are classed as

‘s cpunty/district administration. Direct charges Xo
this program include payments to and on behalf of

- governing board members ard staff; salaries of the
superintendent, depyty, associate, area, and,assis-
tant superintendents; business managers; personnel
directors; and directors of pupil services.for the
general direction and management of all affairs of .

- the school district. The cost of attendance record-
ing and reporting on” a district- w1de basis is also
charged to/hls program. :
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Direct charges to this progranf shall also include

salaries of administrative secretaries and clerks and -

accounting and purchasing personnel; employee
benefits for all employees in this pro!oam supplies’

materials; travel a@ conference expenses, equip-
* ment replacement and ad ipment.
Salaries- ahd other “related costs employing

retured personnel shall Qe charged to the programs

to which the persons are actually assigned.
Whenever possible, initial charges for insurance

should be direct costs to the appropriate user

programs, such as: pupil insurance and driver
training yehicle imsurance to General Education;
fidelity nds and bond liability insurance to-

. district administration, insurance on buses and
pupil transportation vehicies to pupil transporta-
tion; and insurance on food service vehicles to food
services. Charges for general fire and liability
insurance should be charged as a direct cost to the
district administration program*and allocated as
direct support to the, yser program. Costs of.
insurance which cannot be specifically identified to
otHer purpcses should be charged initially to the
district, administration program until such identifi-
cation can be made . .

Ma[n%nance Marnfenance includes¢ those activ-
itiés that are réquiredf'to repair,-restore, Or renovate
school property, mcludung grounds, buuldungs, and
equipment.

Included as charges to this program are sglaries
and employueneflts for directors and supervisors
of maintenance, .carpenters, painters, electricians,
plumbers, and the like; necessary materials and
supplies; rental and replacement of maintenance
equipment; and contracts for repair, restoration, or
renovation of the grounds, buildings, or equip-
ment, ihcluding regrading sites; repairing retaining
_walls, walks, driveways, ‘sprinkler systems, and
playground apparatus or equipment; .reseeding
jawns; repainting; repairing or replacing roofs,

-walls, heating and air conditibning units, and
electrical and plumbing installations; repairing
building fixtures; resurfacing and refinishing floors;

“moving movable walls or partitions; repairing
instryctional and noninstructional equipment;
repaining vehigles other than pupil transportatron
vehicles; equipment replacement - and additional
equipment, ! R

Exampgles of if8ms to be ex uded are materials
which’ must be replaced ‘freQuently, such as light

4 ey
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bulbs and ftuorescent tubes, fuses, @nd so forth.
These items must be charged to the operatlon‘s
program.

Changes of partmons {nonmovable type) walls
and roof structures should be charged to the
'.cili’ties acquisition and construction program.

Operations. Operations are those housekeeping
activities concerned with keeping the physical
plant open and ready for use. Included are cleaning
and disinfecting; heating and lighting; communica-
.tions; maintenance of povyer; moving of furniture;
caring for grounds; garbage and trash digp@sal;
laundry 'and drycleaning service, including the
rental of towels; rental of equipment such as floor
polishers; soft water service; and such other house-
keeping activities as are repeated somewhat regu-
larly on a daily, weekly, monthly, or seasonal basis.

Salaries and the employee benefits to be charged
to this program include those for directors and
supervisors ‘ of operations, , custodians, guards,
gardeners, telephone switéhboard operators,_truck
drivers, operations clerks, security personnel, and
the.like.

Supplies normall4 chargdd to this program
include brooms, brushes, disinfectants, fuses,
garbage cans, light bulbs and fluorescent tubes,
mops, wax, soap, toilet paper, towels, outdoor
flags, weed kiljers, fertilizers, of fic& supplies, équrp
ment replacgément, and additional equipment.

Pupil nsportation.
means the conveying of p
activities, either between home and school

upil  Transportation
ils to and Trom schogp!
n trip

- to school activities or between schools. ,

Direct charges to the transportation servrces pro-
gram shall include salaries and the respective em-
ployee benefits for directors and supervisors, bus
drivers, clerks, and mechanics; gas, oil, tires, and

supplies for the repair and maintenance of the buses;

office supphe;b insurance on buses, and other pupil
transportation vehicles, contracts for outside
repair; contracts with individuals, other districts, or
firms for transporting pupils, rental of buses;
replacemel’ of buses and other equipment; and the
purchase of additional equipment,] including buses.

’  Repair and maintenance ot other district-owned
vehicles shall be a direct charge &o the maintenance
program.

’,
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- . Auxiliary Programs .

-

Community Services. Community services are *

those activities that have .as their purpose
commiunity and school recreation and other activ-
ities authorized by the Civic Center Act (Education
Code Section 40040 et seq.), the Community
Recreation Ac¥(Education Code Section 10900 et
seq.), and Duty-free Lunch Periods for Teachers
{(Education Code sections 44813 and 44814).

Salarieg and employee benefits for playground
directors, noon supervisors, clerks, and other
instructional or recreational personnel and the
necessary expenditures to conduct activities under
these acts are record®® as -direct charges to this |
program. .

Fringe Benefits on Behalf of Retired Persons.
Direct charges to this program .include all fringe
benefits paid on behalf of retired personnel.

Food Services. Food services includes manage-
ment of the food services program of the school or
school district, including the preparation and serv-
ing of r;gular and incidental meals, lunches, or
snacks in connection with school activities 'and the
delivery of food.

Direct charges to this program shall include

.salaries and the respective employee benefits for

directors and supervisors, managers, cooks, helpers,
boekkeepers, and clerks; food; meals. for needy
pupils; operating supplies; costs of purchase and
operation of vehicles used in the delivery of food
to various locatidas; auditing services; insurance on
fooq service vehieles; replacement of equipment;
and additional equipment.

Facilities. Direct charges to facilities include all
costs  of obtaining lang and buildings; through
purchase, lease, rental, or lease with option to
purchase; major remodeling of buildings; constryc-
tion of buildings and additions to buildings; initial
installation or extension of service systems and
other built-in equipment; initial improvements to
sites; and books and equipment for new buildings.

Costs of leased or, rented facilities shall be
distributed as direct suppdrt charges to ‘the user
program.

The salaries and other: expenses of school district
employees assigned specnﬂcally to the facilities
program, or architects, engineers, and contractors

hired for capital improvement .projects are
recorded in this program. .
- i : 4 ‘

o Y 4
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Expenditures for all repairs to building struc-
tures (except repairs that add to existing facilities)
are recorded in the maintenance program.

As a generalguide concerning repairs to building
structures, if chapges of partitions {nonmovable
type), the roof structure, or walls are not involved,
4he expenditures are recorded in the maintenance

- program; if such changes are involved, the expendi-
tures are recorded in the facilities program.

Expenditures for the initial installation and exten-

sion of :service systems and other builtin fix tures
in existing buildings are recorded in the facilities
program, and expenditures for repairs and replace-
ments of service systems and other built-in fnxtures
are recorded in the maintenarice program.
Expendltuges for nonconsumable articles gener-
ally classified as supplies, but necessary to start or

materially expand the equipping of a school,

clgssroom, a specified area other than a classroom,
or another facility shall be charged as equipment to
the facilities program. Examples are small tools,
dishes, utensils, pencil sharpeners, staplers, and
library books. ' ’

Other Outgo

Debt Service. Debt service consists of expendi-
tures for the retirement of debt and for interest on
debt, except principal and interest on current loans
_Amoney borrowed and repaid durirlg thé same
year).

‘Outgoing Tuition. Outgomatumon is tuition for
junior high school, tuition for instruction under
intérdistrict attendance agreements, tuitidn for
regional occupational: centers and programs, and
other tuition.

Interfund Transfers. Interfund transfers consist
of various transfers from the General Fund to
various otr funds and from the various funds to

the General Fund.
Appropriation for Contingencies. Appropriation

for contingencies is that portion of the current’

fiscal year’s appropriation that is not designated
for any specific purpose but is held subject to
intrabudget transfers. ) , ’

Site or Operational Unit
Instructional and support programs may be
identified by school site, location, or opemtiggal
unit in order to provide additional management
information relative to the total operation of a
dustrlct

.

~
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e T
NORMAL OBJECT CLASSIFICATION OF EXPENDITURES BY MAJOR PROGRAM FUNCTIONS T
‘ \ . e r
. - = m
v Instructional Support service programs - x
v @ programs - - i 2“
{General R Instructional support _,/ Pupil services - g
) and - il
special Speciat Instructional . T Instructional School Anem{ance/ Gurdance/ 'O .
Ob;ect by program education] + projects administration | media ! administration welfare counseliag Health N .
. - - 4 i
1000  Certificated Personnel Salaries ‘ ' ‘ . ‘
1100  Teachers Salaries ’ X X ! . i | e - -
\2#0  School Administrators Salares - X ¢ . '
1300 Superwisors’ Salaries "X X X !
1400  Libranians’ Salaries X i
1500 Guidance, Weifare, and Attendance Personnel . !
! Salaries ' e X X
1600 Physicat and Merftal Health Personnel Sgiaries X X .
1700  Superintendents’ Salaries . ¥ 1 - ‘ a
1800 Other Certificated Salaries —Adrmmstratm\ » . | |
«Office Personnel ' .
1900 Other Certificated Personnel Salaries Various - v ' *
Functions : h X ’ ; \ .
) [ ! ' -
2000  Ciassifiad Personnel Salaries : | ' \ | .
2100 Instructionat Aides M X X . ) ' .
2200 Classtfied Salaries -County Superintendents N
Offices and District Admimistrative Personnér i .
2300  Clerical and Other Office Personnel Salaries X X X ' X X i X X
2400  Maintenance and Operations Personnet Salaries | , .
2500 Food Service Personnel Salaries ‘ - '
2600 Transportation Personnel Salariés . : .
2900 Classified Personnet Salaries .Other e - X X X X X X ' X ,
A . R ¢
3000 Employee écnahts _ ‘ ‘ | ) ,
3110  State Teachers Reutrement System for Teachers X X .- - '
3120 State Teachers’ Retirement System Qther than ' o - : : .
Teachers X X x ot X X, 1 X X ) ‘
3210 Public Employees’ Retirement System Fund for L 4 ,
Instructional Aides X X ) ¢ ! , s
3220 Public Employees’ Retirement System Fdnd for i ) -~ - .
QOther than Instructional Aides X X X’ i X X X X . ) '
3310 Oid Age Survivors, Disability, and Health . ‘ . “
Insurance for Instructional Ardes X X )
33?~0K Old Age, Survivors, Disability, and Health | . r
* Insurance for Other than Instructional Aides X X i X X X X X .
3410 Health and Weltare Benefits for Teachers and A . *
Instructional Afes X X ! - ' T e ‘
3420 Health and Welfare Benefits for All Other ’ .
EanIofees X X X X X X % 3 0
3510  Unerrploy ment insurance for Teachers and * . ) , . ‘
Instructional Aides X . X : - 4 P '
3520 Unemployment Insurance for All Other Employees , X ! X X X X X X .
. . v > | !
. .
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z - .
’ * Instructional T Support servige proglrarm
. programs — ; , .
(General Instructional support Pupt' seryces
* T and T - - - > ’
. & specral Spes o Instructional Instructional Schoot Attehdance/ Guridance/ :
Oryect by program education) orojects - admunistration media . - admunist*ation ,welfare counseling Health -
T T T t t T — .
3000 Employee Benefits {continued) . . ' ’ X L |
‘ \
3610  Workers’ Compensation insurance for Teachers . . . N , ( “\
. and Instguctional Aides X X . R
N 3620 kaers‘%&mpensahon Insurance for At Qther _— ) . T a - .
- Employees X X X 4 X X X X
3900  Other Benefits ~ x X X , x ‘ X x X X of
- 4000 Books, Suppiies, and Equipment I | 4 . I : “l
Replacement ! I / \ .
4300  Textbooks ' X x . . . ~ / v s
4200 Other Books * Yo tox | X X ) v
4300 fnstructional Suppiies X X X X -
4410  Instructiondl Media Mater:als X ‘ "X .
4420,  Instructional Med:ia Supplies . X ‘. X ’ - . (' - .
4300 Otheg,Suppires X X D , X X 1 X X
* 4600 Pupi Traggportation Su“es ' < )
4710  Moéd Services Food . X ‘ .- -
4720 Food Services Meals for Needy Pupils X . .
4790  Other Food Services Supplies ’ X - Ty .
4800, Equipment Replacement X & X X - X X X " ox R
- 5000 Contracted Services and Other . * -, ' !
v Operating Expense : . ~ 8 (
5100 Personai Services: Consultants Lecturers, . | “r . / \
and Others X x x* X ., x’ '
5200  Travel and Conference Expense  * X a0 « X . X . X X X X X :
5300 Dues and Memberships ’ ° 4‘ ~ 2
5410 Insugance A, Including Pupil Insurance . ! , .
5500 Utilities and Housekeeping Services X : . A '
5600 Contracts Rents, and Leases X X' i ') X *
5700 Legal, Elec®on, and Audit Expense . i
5800 Other Services and E xpenses Administrative . ' ) /\ ' P !
’ ) s i \ L4 ° m
6000  Sites, Buildings, Books and Media, ! ;‘ -
. and New Equipment “ ' c
6100  New Sites and Improvement of Sites N “\ ~
6200 New Butldings and Improvement of Buildings : ‘D
6310  Books fot New or E xpanded L ibraries X : . \ ‘ o
6320 Media for New or E xpanded Libraries “ X ; ) g —_
5410  Audiovisual Equipment X ! « 1 . )
6420 lerarv'Eampmem X : R * - g
" 6430  Food Service Equipment ) . » g
=~ 6440 Pupl Transportation Equipment . S i . g .
Q 3890 Al Other Equipment X X X - °X X X X a
. . i . ! ' S 3 2
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- , 1 .
* - ' ) T Support service programs ' ..
. , ‘ General support Auxiliary progrars
= A . . Bistrct/’ ? ~ Facilites
- county t ‘\ acquisition
. . . . superintendents Mainte- Trans-_ Community Food and Other
X Object by program - administration nance | Operations [ portation sorvices services construcyion Qutgo
 « 1000 Certificated Personnei Saiarres . \
1100 Teachdrs Salaries ’ i - '
1200° School Administrators’ Salaries i ’
1300 Supervisors’ Sajaries X bl B . .‘ .
. . 1400  Librarians' Salaried ; I . : . '
. 1500° Guidance, Welfare, and Attendance Persopnel .o . ! ) .
. Salaries ' : - : ¢ : :
. 1600  Physical and Mgntal Hedlth P'ersonnel Salaries ! . . | '
. " 1700 ' Superintendents’ Salaries o X X ! .
1800 Other Ceruificated Salanes-Admmstranve ! . ‘ ; X . ‘.
R Oftice Personnel X X o, P ! X
1900  Other Certifrcated Personnel Salanes Vanous v ! I
. Functions . , + | . i
2000  Classitied Personnel Salaries . ¢ |
. 2100  lestructional Ardes . ’ o f |
. 2200  Classified Salaries -Cobnty Superintendents , . . \ X
- Offices and Dthf! Administrative Personnel Y. 0X : X X X ; X
. 2300  Glerical and Other Dffice Personnel Salaries ¥~ X | X X X X ‘ X
’ 2400 Maintenance and Operations Persortnel Salaries -~ : X : -3¢ X,
' 2500 Foogd Service Personget Salaries X . -
. 2600 Transportation Pirsonnel Salaries . X .
2900 , Classified Personhel Salaries - Otrrer x X X v oox X , X
3000 Empioyee Benefits . ' t !
3110 State Teachers' Retrement System for Teachers ! . . ) “.
3120 State Teachers’ Bewemen't System Other than ! ! }
. . Teachers , . ’. X ‘ : X X
, \3210 ublic Empioyees’ Rememem Svstem Fund for L : 3
. Ins?rucnonal Aides, . ‘ ! ! .
“3220 PE R S Fumgor Other thin lnsnucnonal Ande‘ " X X X | X x X X
Y 3310 Oud AQO’Survwors Disability and Health X L — '
Insurance for Insnucno’i Ardes . nE "X ‘ ' X . X
Y 3320 OASDHI for Other than Instructional Aides X 1 X X X X X X
3410 Heaith and Welfare Benefits for Teachers and - . , -~ ’
Instruczionat Aides o . )
Y 3420 "Heaith and Welfare Bentfits for AH Other . i . ’ .
Employees ¢ L. et N .8 o X X X X X X X ’
* « 3510 Unemplonem Insurance for, Teachers and ' .
Instbuctional Aides - . - , > ' . .
3520 Unemployment Insurapce for Aii Other Employees X X X X (( X . X
- 3610 Workers’ Compensanon Insurance for Tenchers )
. S ang Instrugtiona A-qes - . .
3620, Workers’ Compensatior¢insurance for All Other ' w
y _Employeen, ' ) XN\ X ° X X X X X
_ 3500  Other Benefits b i X X X X X X X
o t . .
. . et ‘ ’
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X Support service programs .
: General support Auxiiiary programs
Dustrict/ Facility
N 1 county . . s acquisition -~
' superintendents Mainte-+ o Trans- ‘Community Foods’>. - wid . Other
“Object by program administration nance Dperations portation services seryice cdfﬂgmcnon outgo
- 4000 - Books, Suppis. and Equipment ! ' -
! 4100 Textbooks S .. J e
4200 Other Books ., ... . .. - :
4300 instructiona! Supohos . . * - .
4410  Instructionsl Media Msteriald. N - .
. 4420  Imstructionel Media Supplies AN . 1 '
4500  Other Supplies . X X X X X ; X X"
4600  Pupyl Transportation Supphes B : X A
4710 Food Services—Food . : x
4720 Food Services—Meals for Noedy Pup»ls L : X ¢
4790  Other Food Service Supplies 4 . f X
4800 Equipment Replacement X X b S X X i X
8000 Contracted Services dnd Other - 5 < 5 f )
Operating Expense . . . ’ ' : | :
5100  Personal Services—Consultants, Lecturers. R ’ ~ ;
*  and Others . !
5200 Travel, Conferghce, und Other Exponu X X X X X | ‘X
5300  Dues and Memberships X | ’
5410 Insurance—All, Including Pupi Insurance . A ¢ ) . I - '
8600  Utilities and Housskeeping Sorvnees % ; : ! .
5800 Contracts, Rents, and Leases ... X X X X X | X X
6700  Laegsl, Elsction, end Audit Expense X .
6800  Other Services shdd xpenses—Administrative . X : : . %
t
6000  Sitas, Buildings, Books and Medis, !
and New Equipment ~ .
6100  New Sites and Improvement of Sites i £ X
6200  New Buildings and improvement of Bwldmw X
6310  Books for New or Expanded Libraries : : X
6320  Media for New or Expended Libraries ! . X
- 8410 Audiovisusl Equipment . . A e X-
6420 Librery Equipment . e ae ot t. s LX
" . 6430 Food Service Eqwomont N - X X .
6440  Pupsl Transportation Equupmom X
6490  All Othet E4uipmant X X . x X X X X
. . - | g
7000 ' Other Ourgo ’ / _
7100  Debt Service 2> | | | Coa . ' X ..
7200 Outgoing Twition . V. , W \ . X
7300  interfund Transfers . . . N X
T 7400  Other Transters . e - ) X
= 7900 Appropriation for Connngoncm oo A Vs R : X
° ] )
Q . - ’ &" N 3 b
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- * Cabdorns State ‘ . Supplemental Annual FinapC€ial Report, 1979-80 (FOR STATE USE ONLY) -
5 N Department of Educatsen < f [ i l —}
* FormJ-41 A (Rev 4#80) . . Part |- Fund 't
R R . - : - School Distnct . County. California
s . :
- d Optional with district |
. ’ (10 be completed by state) ’ 1
. . . ~ Toul'direct Totalgrogram Capital outlay Allowed capital
. ’ i Durect support and dlrect and special included in outlay for
- . - costs support costs project costs darect costs cosf to Income
. . Dyect costs Out( ) Int+) - (Col 1 +Col 2) Indirect costs (€ol 3+Col 4) (Col 1) comparison
Type-of program EDP ool 2 3 4 ] 6
INSTRUCTIONAL PROGRAMS J (Dollars only) (Dollars only) i (Dollars only) {Dollars only) " (Dollars only ) (Dollars only) (Dollars only)
General Education . . = / . ////'/,,;;/:////7/37;2:
Preformal . 4110 — - - Z AP
: . gy
. Elementary . 1s — WA, AR
- ]
Secondary 120 ! | — - — —
- ]
Regional occupational center or program* 171 + — —— - _—
. Adult 18 ‘ L * "
. i |
Total, General Education 130 ! e L4 .
Special Education {including expenditures  * » : % . ; .
~ under PL 94-142) ** . * ; * |
Physically handicapped " ! ) { . - L *
Special day classes (including autistic) 1135 - H
E |
Regular day c’lasus » 140 - y - P
Remedial physical education 145 { - . bl
. Other remedial ins speech 150 " 2 T g
Individual instructions and hospital 155 - - . : ’ J ‘
Special speech wnstruttion, aides 160 . :
J Special pind allowance 165 _ -
& *Only for ROC 'P ogggaled by 2 single distrkt **f xparimental programs 1n Special t ducation u:\ vep,oned Wy category as funded A *
. ' CERTIFICATION BY DISTRICT SUPERINTENDENT “ . CERTIFICATION BY COUNTY SUPERINTENDENT
.I hereby cernify that to the best of my knowledge and belief. this report ts true and I have examined this report and hereby ;em[v that, 1o the best of myv knowledge 4
correct. " e : and belief. all informatwn contained herein is correct and complete
Signed N Date " . Signed Date
- City /distrc t supetintenden( (ounty superintendent of schools  » « 7
FOR SUP?LEMENTAL INFORMATION, PLEASE G@NTACT . .
Drsgnctemployee _ Telephone number - County employee " - - Telephone number 3
(Area} (Numbery (bxt) (Atea) (Number) (Fxt) N
L}
¢ - \ * L4 v
4 \ 3 7 s . . .
- v e -
- n v
o @ ® . ®
ERIC S | : R : : ~ * ]
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Form 1414 (Rev 480y Supplemental Anriial Financial Report, 1979-80 - \\; -
. Part |- General Fund . ™
. - ’ '
. ’Opuonal with district
. (to be completed by state) . <
Total direct Total program ;eCapital outlay Allowed capita)
. Durect support and direct and special ™ included 1n outlay for
. . costs support costs project costs darect costs cost to income
. Direct costs Out( -} In(+) (Cot 1+Col ) Indirect costs {Col 3+ Col 4) a (Col 1) comparison
Type of program EDP 1 R .3 4 - L 5 y 6 7

Special Education - ’ (Dollars only) (Dollars dnly) (Doliars only) (Dollars only) “(Dollars oHy) (Dollars only) -(Dollars only)

Educable- mentally retarded - W72
Specul class 170 : A * . ) / 7 /

S % A
Regular class, by aides 175 [ %

Tramable mentally.retarded . ) i W v .
rainable mentally.retarde ' a1
Special class . . by //,/// 5,

Z . : g

Transportation - j % s /// ////////
PH/TMR/autistic state school and other e - ; X /%%/

district ; S i 7 _ ///

Educationally handicapped . v
Specual day classes 195 : . i

SN /// ,/,,//.//
Learning disabiity group %’ - A Z %
- 3 - - A Z /’
Home and hospital 205 y O i, %
L , . . 7% A 7
Regular class, instructional aide 210 X ! 4 : % 0
G i D R W
Special consultation allowance . 215 \ il L AR
PHn ROC (not concurrently enrolled) o / ' v .
Visually haadicapped persons 230 . g . - s a
- -
Deaf persons 235 .
Orthopedically handicapped persons 240 : .
Master Plan for Spegial Education . i , .
Special class 245 '
Resource speciahist 250
Designated instruction and services 255 2 ’ -
Nonpublic schools 260 :
Total, Special F ducation 265 1 ’ .
TOTAL, INSTRUCTIONAL PROGRAMS 270 - o . . i
D
The formula for determiming the state indirect Lost rate and the The formula for determining the fedetal restrivted indirect cost rate (I RICR) 1
fedenl nonsestrictive indaect cost fate 18 - - -
Indirect ost rate - (ol ¥d) TRICR - Col ¥d) Reudual in Maintenance and Opemmmyl Col. 3 ¥  (four deamal plates tounded to nearest one
(ol 3(asbey) (ol 3{a+b¢y)+ Reudual in Mamemanie and Operations in Col 3 hundredth of one percent. e, 0213 = 2.13%)
. .
" » L]

Buod) 3| uq!tv7
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£Form J41-A (Rev 480) " Supplemental Am:l chn:l :doport, 1979-80 . m
. : - Part I-Genetal Fu
s . B
; = = 7 X
» . Optional with district Q2 3
. * ol - - (to be completed by state) g
L] ¥ O
. . - Total direct . ‘ Total program Capital outlay Allowed capital €
‘ Direct support and diregt ' and special ancluded in outlay for 8_
- } ’ costs support costs project costs direct costs €Os! to mncome ~
¢ ; Drrect costs * .0ut(-)In(+) (Col 1+ Col 2). Indireét costs (Col 3+Col 4) (Col 1) comparison
: Type of program FDP 1 2 3 4 i 5 6 7
SUPPORT SERVICES PROGRAMS ' (Dollass only) ™| " (Dollars only) (Dgllars onlyy (Dollars only) (Dollazs only) (Dollars only) g (Dollars only)

speSc‘:}:o'l’Lm:ri);crf:)vemqmjprogxam - 275 - ’ v . ‘ . ////////////
Gifted and talgated pupils -~ |80 Lt -~ - -
Miller-Unruh Basic ReYding Act ~ 290‘ : l //////////////
. T Comprehensive Emplogment & Training Act 295 . . ) : ////////////// .
~ 7 Vocational Education ActyPL 94-482/95-40) ﬁ g " // //////// ;

Vocational education—-basic grant 300

’ Supporuv"e services + 1305 . N . ///

oL N _- / '

L s | .

Regulu"“ - .. 320
© % Negectedand debnquent T 325 . ' ' /

ESEA, Tifle IV-C (innovauve projects) 335 . - s %//////////// .
ESEA. Title VI . Y ’ : : : < : . f%/////////////////% ’
Economu impact Asd (54028, 52168) 34; o . ) :‘ W) - . ) %//////////////
Staff development (AB 551 Article 1) s N = L - ] . . &
Al umpro,eu . . "36 P SR - : ’ %/////////////
% Specnlh’o/e cts 370 . : b - .

ngtrugtional ldmmm ation ' 375\’ d | % 3 - T . . ///////////////////// ////_/////
osuctona meda .. |30 LR R ///////////////////////////////////////_

ldmlnmuuo ’ 385 ‘ M _ L . ////////////////// // /—////
Total, Instructional Support $ B 7 f S ' : _ - - ///////////////////// //—/////// 42
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Aruitoxt provided by Eic:

. . Total program Capital outlay Allowed capital
- o " Drrect support and direct . . and special included n outlay for
- . costs support costs project costs direct costs cost to itncome
Ny . - Dect costs Out(-) In(+) (Col 1+Col 2) Indirect costs {Col 3+Col 4) (Cal 1) comparison
B Type of program . FDP 1 2 3 Y 4 s 6. ‘ 7 -
~ (Dollars only) (Dollars only) (Dollars only) (Dollars gnly) {Dollars only) (Dollars only) (Dollars only)
SUPPORT SERVICES PROGRAMS 105 - T 77 vy 7 7,
R - 2
General Support "~ . >
Dustrict admuul{};tmn 400 % . é/ _ i
o 277
Mamntenance /7% 405 . A N//,/ _
" - 7 ’
Operations 40 S 7 7 7
Transportation T . //Z?//,; 7 7%
Direct and direct support costs . 415 |, 4o 2 /
TR L Zins . 2%
T(::t:l‘Auoa' tion :)f Transportation ate 3"4/,;, “1- ///Z ///;,/‘;,/ //?///4/ _
i - o
Total, General Support 420 4 ,/{/ / .
TOTAL, SUPPORT SERVICES PROGRAMS - ] o ’ -
(without Special Projects) 425 . AN 7.
TOTAL, SUPPORT SERVICES PROGRAM. 427 o L. - w
. AUXILIARY PROGRAMS * . k
Community services . 430 . . /“‘ P
T * Frnge benefits paid on behalf of v 4 7
' retired persons ° b 433 o o : /
Food services © | . 435 . N
. Facihties acquisition and construction 440 + 7
. Z 7774
TOTAL, AUXILIARY PROGRAMS 445 ! e _
. TOTAL EXPENDITURES (INSTRUCTION., . ’///’,,/;/j ,72/;’5/;,/ -
EDP 270, SUPPORT SERVICES-EDP 427, 7" ey
AND AUXILIARY-EDP 445 450 ? -
OTHER OUTGO ; ~ Z oy o _
Tuition 455 i 7 y R %
% 7L 74
All other outgo 460 Z 2 2 ’///
» N % o R L 7
TOTAL, @THER OUTGO 465 | i . . ,
TOTAL EXPENDITURES AND OTHER ' . 7
ouTGo . 500 7 | ‘ - = @
- /
3 . ‘

2

?
=
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) SAMPLE PROGRAM BUDGET
(for use in development of program budget) .
\-
Special project or program title - ' « Fiscal year
_PUPIL/EMPLOYEE DATA: ‘ ’ ¢ Number
1. Enroliment .. ..
2. Average daily atten/dance or partictpation data
a. Kindergarterr and grades one through eight R . . . .
- -.b. GraQes e through twelve . . - RN . RS
c. Totdf2aand2b)_ . ) L o
3 Teachers (full-time équlval.egt) o .7
4 Other Certificated Employees (full-time equivalent)
5 Classified Employees (full-time equivalent) . -
D'RECT__COS‘TS: Amount
al " .
6 Certificated Salaries $
* 7 Classified Salaries . ’
8 Employee Benefits
i
9. Books and Supplies ‘ ,
10 Equipment Replacement ., .
11 Contracted Services (5100 and 5600)~ . B
12 "Other Operating Expenses (5200, 5300, 5400, 5500, and 5700)
13 Subtotal {lines 6 through 12} :, y )
14 Capital Outlay
15  Total Direct Costs (iines 13 and 14) .
DIRECT SUPPORT CHARGES. ’
S

16. Instrucuonal Support {Instructional Administration, Media, and School Administration) .
17 Pupil Bervices . .. . . .
18. General Support (District Administration, Maintenance, Operations, and” Transportation) .

19 Subtotal (¥ 16 through 18
20 Auxiliary Services .
21. Tota! Direct Support Charges (lines 19 and 20) .. . »

INDIRECT SUPPORT CHARGES. , . /

22. Total Indirect Support Charges (percentage of remaining costs allocated to this program)
(S:.'e, bortom of page 1—20 for indirect cost rate foymula) .

23. . Total, Cost of Program (Iies 15, 21, and 23) . . S

REVENUE SOURCES. ‘

24. Federal . e e e A . .. e .
25 State . .. o7 .o S .

26 County
27 Local . .. PN

28. Total Revenue . . ‘ .. . S »

| ’- ' 4 ‘ 4‘5 ' ‘

©

S
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/‘ e J-
Income 'includes both revenue and nonrevenue

receipts. Revenue receipts are additions to assets

for which no obligations are incurred by the séhdo_] :

district and may be used for expenditures at the
discretion of the governing board of the district.
Revenue receipts include money received through

L State apportionments and district taxes. Nonreve-

Parb"

come’

supplied by the Superintendent of Public Instruc-
tion contemplate the use of the accrual basis of
accounting for expenditures and the partial accrual
basis of accounting for the income of school
district funds, except for the Bond Interest and

Redemption Fund. The accounting and reporting , |

of a school district’s Bond Interest and Redemp-

* pue receipts consist of money received in exchange tion Fund either on a cash basis or o an accrual
for property of the school district or receipts for basis, as determined by the county. itor, are
which the district incurs an obligation, such.as acceptables to the Supenntendent of Public
money Yeceived through loans or the sale of bonds. Instruction.

Bond or loan receipts. must be used by "the "
- * Classification of Income

governing board of the district for the purpeses
outlined at the time loans are secured ar bonds are
issued.

The instructions in this manual prOV‘ide for
uniform identification and classification of the

receipts for all the funds and accounts of a school

district. The instructions should be followed in (1)
the day-to-day accounting for receipts;. (2) the
preparation of budgets; and (3) the preparation of

all financial reports. The instructions are applicable -

to the budgeting, accounting, and reporting of the
General Fund amff of all special funds of every
school district. The designation of- the incpmg
classification applicable to any particular receipt
shall not be interpreted to mean that such income
represents an income of the Gene
any particular special fund. The selection of the
fuld must be made ‘in accordance  with the
provisions of law. In no case should designation of

.. the income classification, such as 8100, Fedgral

Incomé, or 8700, County Income, be confused
with the selection of the fund, such as the General

_ Fund, Building Fund, or Cafeteria Fund. .
School- districts operating on a cash basis
account for income when it is received. Districts
operating on an accrual basis account for income
when it is earned. The school district budget form

w prescnbed and the annual financial ,report form

1 Fund or of.

School districts are required to classify income
according to the major and subordinate classifica-
tions outlined in this section. Major classifications
are printed in boldface roman capital*and lower-
case letters, for example, 8100, Federal Income.
Required subordinate classifications are printed in
boldface italic capitel and lower case letters: for
example, 8110, Maintenance and Operation (Public
Law 81-874). Many. school districts may find 1t
desirable to increase the number of subdivisions of
the income classifications in accordanc thh local
administrative needs.

Major classifications of income are-as follows

8100-8499 Federal Income
8500-8599 Combined State and Federal
) Income
86008699 State Income
. 8700-8799 County Income
. 88008899 Local Idcome
89008999 Incoming Transfers

Instructions for Using Income
Classifications '

8100 8499 . Federal Income

Record in the appropnate spbordinate classifications all
¢ income received from the federal government Record




N\

N

.

federal income for which the state or any other agency
servesvas the distributing agency. Identify the purposes for
which income 1s received and account for the money
recewved for each purpose -

8110 ‘Maintenance and Operation (Public Law

8130

8140

8150

/8160

8170

8¢ 80
8220

81-874) '
Record amounts alfowed ‘for maintenance and
operation , resulting from the identification of
students of parents in federally impacted areas 1n
accordance with Federally Impacted Aid programs

School Construction (Public Law 81-815)

Record amounts allowed for school “construction
and facilities acquisition

Education Professions Developmént Act,
B-1 and B-2 (Public Law 90-35)

\\Record amounts received from federal agencies for

the Education Professions Development Act, Title
I

Economic Opportunity Act (Public Law
88452)

Record amounts received directly from federal
agencies for Economuc Opportunity Act programs

Elementary and Secondary Education Act
(Public Law 89-10)

Record amounts received from federal agencies for
Elemer‘nary and Secondary Education Act pro-
grams

Comprehensive Employment and Trgining
Act of 1973 (Public Law 93-203)

Record amounts received from fed:.ral sources
under the the Comprehensive
Employment and Training Act. including amounts
received under prowvisions of the Emergency
Employment Act of 1971 and Public Employment
Act programs

provisions of

Special Education (Public Law‘ 94-142)

Child Nutrition Programs

Record amounts allowed for the school lunch
program, special mulk program, school breakfast
program, food assistance program, and special
assistance program (free meals) receved from
federal sources

8240

8310

8320

8330

8480

849Q

8500

class

.

Vocational Education Amendments of 1968
(Public Law-90-576) v

Record amounts allowed for Vocational Education
Amendments of 1968 programs from federal
sources.

Forest Reserve Funds (Education-Code Sec-
tion 2300)

Record all income from forest reservﬂu;is appor-
tioned by the federal government but @fstributed
to the district by the county supenntendent of

schools with the approval .of the county board of
education

Flood Control Funds (Education Code Sec-
tion 1606)

Record all ncome from flood control funds appor-
noned by the federal government but distributed
to the distnct by the county supenntendent of
schools with the approval of the county board of
education

U S. wildlife Reserve Funds

Record amounts received from US Wildiife
Reserve funds -
“Miscellaneous Funds” (Education Code
Section 41604) g
See explanatlon on page ll 8.

8481\ Royalues and Bonuses
8484 Payments in Lieu of Taxes

Other Federal Funds

Record all other federal funds recerved except
funds defined as “miscellaneous funds” by the
Cahiforrsa Administrative Code, Tntle 5, Education,
Section 17261 These are to be recorded 1In
classification 8480, Miscellaneous Funds.

‘Combined State and Federal Income
Recof in the appropriate subordinate classes of this major
il

income received that includes combineg/state and

federal funds and that 1s distnbuted by the state agency
with no indication of how the allowance 1s prorated
between federal and state funds

8530

Children’s Centers (Education Code Section
8206)

Record amounts allowed for day care centers and
migrant day care centers




(Education Code

8580 ‘‘Miscellaneous Funds''
Section 41 604)
See explanation on page [1-8.
- ~J
8581 Royalties and Bonuses .
8584 Payments in Lieu of Taxes
8590 Other

Record all other combined state and federal.funds *
except funds defined as*‘miscellaneous funds” by
the California Administrative Code, Tutle 5, Educa- -
tion, Section 17261 - These are to be recorded m
classification 8580, “Miscellaneous Funds.”

N

8600 State Income

Record 1n the appropriate subordinate classes of this major

class all state funds received Do not record federal funds

distnbuted by the state. These are to be recorded under

federal income By law, any State School Fund apportion-,

ment or allowance to a school district must be deposited in .
the General Fund of the school distnct

All such amounts should be accounted in terms of the gross
amount apportioned. Deductions and withholdings made
by the State ControMef as required by law must be
accounted as expenditures in the same manner as If the full
amount had been received and a school district warrant h
been drawn for stich purpose.

Seventh and eighth grade tuition adyustment 1s made by the /
state before gross apportionment 1s determined

Income recewved 1n correotion of a prior apportionment
(Educauon Code Section 41341) or included in the Final
State Apportionment should be recorded in the class or
classes that define the onginal apportionment

8610 Principal Apportionment

IS

Record all amounts allowed under the Principal
Apportionment, 1ncluding advance apportion-

. ments, basic and equalization aid, and final appor-

tienments  Record also flat gfant allowances
received from the followmg programs on a current
rbasis

8611 State Aid Portion of Revenue Limit

8612 Physically Handicapped * .
8613 Educable Mentally Retarded

. 0

8614 Trainable Mentally Retarded

8615 Transporta}g'on of Handicaﬁped Pupils
' 8616 Etiuobtionally Handicapped
. 8617 Gifted and Talented Bupils

8618 Direct Service Apportionment
. (County School Service Fund only)

8619 Orher Purposes Apportionment
(County School Service Fund only)

8620 Special Purpose Apportionmént
Record amounts received for the expenses of
maintaining any or all of the'fol]owing programs
dunng the preceding fiscal year

>
8621 Driver Training .
8622 Transportation
. " Record amounts received for transporta.

tion, based upon records of expense and
approved capital outlay, of furmishing, dur-
ing the preceding fiscal year, transportation
of pupils bétween therr homes and the
regular full-tme day schools attended by
them

8624 Urban Impact Aid (Education Code
éemons 54060-61)
8625 School Improvement Program and
Staff RBevelopment (Education Code
Sections 52013-14. 52049)

8627 Economic Impact Aid (Education
Code Section 54028) :

8630 Special Allowances ' .
8631. Apportionment for the Elementary
Schqel Reading Program

-

Record amounts recerved under the Basic
Readmg Act of 1965 (Educatxon Code
sections 54100 54180)

8632 Allowance for Instrucﬂonal
Television
Record amount§‘rece1ved under Education
Code Section 41920 forsparticipation n a
program for instructyonal television estab-
lished pursuant to Education Code sections
51870 or 51871

48 X

-
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T '_ 8636

4

8633 Apportionment for Special Teacher
Employment '

Record amounts received under Chapter
106, Statutes of 1966 (Education Code
sections  54480--54486) for the special
teacher employment program

/ -

Allowance for Demonstration Pro-
grams in Reading and Mathematics

8634

Record amounts received under Chapter
106, Statutes of. 1966 (Education Code
esections 55600 58608 for demonstration
programs in intensive/instruction 1n reading
and mathematics for low-achieving pupils

8635 Apportionment for Handicapped
Minors for Whom No State Spetial
Education Facilines Are Available

Record amounts received for the education
of those physically handicapped mnors for

whom appropniate edacation tacilities and

\ _ services are not made available by school

districts, the county supenntendent of
schools. or the State of California (Educa-
uon Code se,tions 56031 - 560395

Apportionment for Instructional
Materials (Kindergarten Through
Grade Eight)

Record state special allowances for instruc-
tional matenals for pupils 1n kindergarten
through grade eght (kducation (ode
Section 60242)

X637 Child Nutrition Program

Record amounts received 4s a result of
implementatron af the Duffy-Moscone Act
of 1970 (bducation Code
49510 49520) record
received under the Child Nutrition Act of
1974 (Education Code Section 49536)

sections

Also amounts

8638 Special Edycation Master Plan

Record amounts recewved for the special

education of handicapped pupils as autho-
g “nized by Chapter 1532 Stats 1074
TFducition Code sections 56300 - 56367)

[d 4

"

8639 Other

Record any special allowances not hsted
.elsewhere. including allowances under the
Bilingual Education Act of 1972 (Educa-
ton Code secuons 52100--52114). one-*
ume grants fbr schqols converting to a:
continuous education program (Education
Code Section, 37644), and state grants
made to school districts under the Profe¢ )
sional Development and Program Improve-
ment Act of 1968 (Education Code Section
44643)

»

8640 Apportionment for School Facilities .

Record any ‘amounTs allowed for sghool housing
aid for compensatory education purposes and for
districts impacted by seasonal agnicultural employ-
ment (Education Code sections 16210-16234)

Also record amounts allowed through the State
School Building Aid Fund These funds shall be
debosited 1n the State School Buigding Fund of the
school district for school bulding purposes

8650 Apportionments for Children’s Centers

Record amounts allowed for children’s genters
School district fiscal control may find 1t advisable
to compute monthly the earned income from this® .
source. Apportionment in advance 1s based upon
estimated attendance Adjustments at the end of
the fiscal year are uspally required (Education
Code Section 8382)

. rd
Apportionments for Develofment Centers

for Handicapped Pupils

8660

Record amounts allowed for purposes of develop-

ment centers for handicapped minors School
district fiscal control may find it adwvisable to

compute monthly the eamed income from this
source Apportionment mn advance 1s based upon
esumated attendance. Adjustments at the end of
the fiscal year are usually required (Education

Code Section 56810). *
8661 Atrtendance

~ 8662 Transportation ' . .

8670 Tax Relief Subventions

19
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8680 ‘Miscellaneous Funds'

Reimbursement for Income Lost
Because of Buginess Inventory
Exemptions

Record amounts received, for Joss of in-
come because of business inventory exemp-

tions (Revenue and Taxation Code Section,

219). <

8672 Reimbursement for Income Lost Be.
cause of Home- Owners' Exemptions
Record amounts received for loss of 'in-

come because of home owners’ exemptions

(Revenue and Taration Code Section 218).

Other Tax Reli'ef Subventions

Record amounts’ received for loss of in-
come because of exemplions on motion
N picture films and wine and brandy pfod-
ucts (Revenue and Taxation Code sections
988 and 992. Education Code Section
17254, and severance aid allowances for
real property acquired for state highway
purposes (Ed\‘cagcn Code Section 41960)

8679

Section 41604).
See explanation on pagg 11-8

8681 Royalties and Bonuses

8684 Payments in Lleu of Taxes

8690 Other State Income

NS

8691 State Preschool

Record amounts receaved for preschool
&ducation (Educdtion Code Sections 8256
and 8327)

Reimbursement for Mandated Cost
Claims

8692

Record 1n the year r?ewed amounts for
reimbursements of césts of legislatively
mandated programs (Revenue and Taxation

o Code Section 2231)

- 8693 Deferred Maintenance Allowance
- from State '
8699 Other Stase’Income

Record all ‘other state funds received
except funds defined as “‘miscellaneous
funds” by the Califomia Admunistrative

(Education Code.

o

Code, Tntle 5. Education Code Secuon
41200 which are’to be recorded 1n ClaSSIﬁ
catidn 8680, “Miscellaneous Funds.””

8700 County Income = ..

Record 1n the appropriate subordm‘\l‘e classifications of this
major classification all county funds received. Do not
record federal funds distributed by the county. These are to
be recorded as fed;\ral income

8750 Contract Services (County ASchqol Service

Fund only)

Record income received from contracts between
the county supenntendent of schools and other
county agenc:es

_

8760 ( ounty School Building A:d

Record income teceved for payments required
pursuant to School Buillding Aid laws (Education
Code sections 16196, 16202, 16204. and 2503)

'M;'scellaneous Funds™
Section 41604)

See explaration on page 11-8.

8780 (Education Code

8781 Royalties and Bonuses
‘ 8784 Payments in Lieu of.Ta."xes
8790 Other ~ - '
Record all other county funds receiyed except
funds defined as ““miscellaneous #Gnds” by the

Califormia Administrative Code, Title S, Education,
Section 41200. These are to be recorded 1n
classification 8780, “Miscellaneous Funds. "

8800 Local Income

Record in the appropriate subordinate classifications in this
major classification all income ftom local sources. ldentify

" the sources of income and account for the income received

from each source

All income regeived from tax sources 1s to be accounted on
a cash basis. Credits to the vanous district tax income
accounts are made upon receipt of an apportionmen( notice
fr(lr\n the county superintendent of schools indicating that
taxes have been deposited in the county treasury.

- 8810 District Taxes

8811 Secured Roll (Education Code sec-
tions 4364. 1624, 2500 er seq .
42202, ahd 4223Qet seq.)

$




8812

-

Record income from taxes levied on the
secured tax roll.

Unsecured Roll

“Record income from taxes levied on the

8813

8814

8815

8820 City and County Taxes

8821

.

8822

8840 Sales
8841

8842

unsecured tax roll.

Prior Years’ Taxes
Record income.from tax levies of prior

years. Include secured and unsecured tax
receipts from redemptions and tax sales

Secured Taxes - Voted [ndebtedness
Levies ‘

Certain tax rates 1n excess of the statutory
rates are authornzed in the Education Code
{8 restnicted purposes and for special

funds of the school district .

Unsecured/Prior Years’' Taxes -
Voted Indebtedness Levies

City Taxes

Record income from taxes from an ad

-

valorem levy for school purposes upon the

real and personal property located 1n, and
assessed by, a chartered’ city, which levy 1s
authonzed or required by the city charter

County Taxes

8843

8844

8845

8849

which the original expenditure for the
purchase of the personal property was
made (Education Code Section 39522).

/ a

Sqle of Land-and Buildings

Record income from the sale of land and
buildings. Such income must be used for
capital outlay or repaid to the state if
under the State Aid Building Program
(Education Code sections 39360-39363),

Food Service Sales

"Record income from the sale of meals ar],d

other food items This income 1s usually
recorded 1n the Cafetena Fund or Cafetena

Accout

Sale of Publications
Record income from the sale of pubh-
cations

Other Sales

Record income received from all other
sales, such as farm products_ard printed
forms.

8850 Rentals and Leases

Record income for the use of,school buildings or
portions thereof, houses, and other properties of

Recosd income from taxes fr(£1 an & .

valorem levy for school purposes upon the
real and pergonal property under the juns-
diction of the county sypenntendent of
schools K

\

f
i

-

Sale of Bonds

Record income from sale of bonds at par
value. The amounts received from the sale
of bonds at par value must be deposited in
the Building Fund of the district (Edufa-
tion Code Section 15)46)

.

Sale of Equipmdnt and Supplies

Record income from the sale-of supplies
and equipment no l'onge'r needed by the
schools. The money received 1s to b:e
placed. to the credit of the fund from

rd

- 8860

the distnct

Y

Interest

Record income credited or prorated by the county,
auditor for interest on deposits of school district

“funds

with the county treasdrer and Interest

earmings (Education Code Section 41015)

~ Money received as premiums and accrued interest
at the nme of sale of bonds must be deposited 1n
the Bond Interest and Redemption Fund (Educa-
}g;,Code Secgion 15146)

8870

91

Fees and Contracts e

8871

Adult Education

Record income received from students
enrolled in classes for adults under Educa-

tion Code Section 52612

/l"

.
-

-




v

8879

) -

8872 Nonresident Students

Record ingome recejved from parents or
guardians for the total cost of educating
foreign residents n the schools of the
district (Education Code Section 48052).

Children's Centers .

Record income received from parents,
. guardians, or welfare agencies as fees for the
' nstruction and care of children in children’s

8873

centers (Education Code Section 8249)

8875 Contrac/ Services

Record income received for contract ser-
vices rendered by one district or office of
county superintendent of schools for
another district or office of county super-

* ntendent of schools Y

See Note on page IIi-10.

8876 Use of Building Fees

Record income received from the couhty
of pupils’ residence for usg of buildings
(Education  Code sectiont 56814 and
42905) Deposit income to credit of Bond
Interest and Redel‘hpuq'n ‘Fund, Building
Fund, or County Schtyﬂ Service Fund.

NOTE Record)ﬂér income from rental
of facilities 1o income classification 8850,
Rentals,and Leases.

Other Fees and Contract Services

Record income received from all other fees
and contract services ;

8880 “Miscellaneous Funds” (Education Code

Section 41604)

See explanatlon on page 118

8881 Rwyalties and Bonuses

s 8884 Payments in Lieu of Taxes

8890 Other

Record all \mcome from local sources. such as

,

* 8900

Record 1n the appropnate subordinate classes 1n this n.lajor
class alt income recewved for wcoming transfers. Iderftify
the sources of tuition payments and account foe-the income
received from each source. -« -

’8910

/‘.

92

8920

N EY

library fines, contributions, gifts, practice teaching,
and so forth, except funds defined as “miscellaneous .
funds” by the California Administritive Code, Title
5, Education, Section 41200. These are to be

recorded in classification 8880, *“Miscellaneous
Funds.” | . '
- ¢
Incoming Transfers

Junior High School Tumon for Grades
Sevén and Etghl

Record mcbme received from tuition transfers for
puplls attending grades seven and eight 1n a jumor

high school and fixed in accordance with provisions
of Education Code sections 37062- 37071.

Other Tuition

Record tuition payments received from the follow-
Ing sources.

Interdistnict contracts f?;-gca.eral or specific n.
structional services, inCluding transportation for
designated pupils (Education Code
46600 46613).

sections

Governing boards or authonities 1n other states for
the total cost ot; education of elementary or high
school pupils whose places of residence are in the
other states (Education Code Section 48050). No
Cahforma state ad 1s apportioned for such
puptls

Districts for educatidn provided in a tuberculosis or
polio ward of a hospital or sanatarium mamtalned

by a county or group of counties (Educatlon Code
sections 56750-56752).

Distncts for special education ‘of pupils provnded
by the county superintendent of schools (Educa-
tion Code Section 1705).

Distncts and offices of county superintendents of
schools for tuition réceived for the instruction of
-nommmugrant children and children residing in
children’s institutions and foster homes

All other tuition payments not identified above.

.. -7




8930 [Interfund Transfers

Record the amount of money involved in each of
the following transfers between funds

To the Child Development Fund and Development
Centers for Handicapped Pupils Fund from the
General Fund (Education Code Section 41013 and
Cahforma Administrative Code, Tatle 5, Education,
sections }3050 -15052). -

Between the General Fund and the Special Reserve
Fund (Education Code sections 42840 42843).

From any fund of the district to the Public School
Building Fund (Education Code Section 15746) or
to the State School Building Fund (Education
Code Section 16095).

‘To the General Fund or to the Special Reserve,

.

Fund from the Bond Interest and Redemption

Fund after all pnncipal and interest payments have
beerrmade (Education Code sections 15234 and
15235).

8940 Special Education Master Plan Transfers
from Responsible Local Agencies'
Revenue himit and special allowances transferred to

the school district from “the -responsible local
agency /

8950 Incoming Transfers of Funds from General
Fund to Deferred Maintenance Fund. (Edu-
cation Code Sections 39618-19619.5)

8990 Ofther Incoming Transfers

Record income received from funds of lapsed or
reorganized school districts and any other incame
from transfers not gtherwise classified.

Miscellaneous Funds

Education Code Section 41604 covers “miscel-
laneous funds’ under classifications 8480 (federal),
8580 (federal and state), 8680 (state), 8780
(county), and 8880 (local).”Sources of funds
classified as migcellaneous under this ‘section are
(1) royaltiés and bonuses; (2) payments in/ue‘(of

taxes. -7
b

Royalties and Bonuses 4

Record the total amount of ;;ayments ofallora
portion of the royalties and bonuses received. from
the operition of any law under the terms of any

- - ' v

.

agreement. For example, royalties on federal min-
eral deposits are accounted under 8481, “Miscel-
laneous Funds™ (federal). Classifications, by source
are as follows:

. 8481 Federal

T 8581 Federal and state
8681 & State
.8781 County
8881 Local

Payments in Lieu of Taxes

Record the total of all payments made in lieu of
taxes and received by the county superintendent of
schools or school district. Examples are levies on
aircraft, baled cotton, or federal housing, head-day
tax on livestock; and license fees on trailer coaches.
Classifications by source are as follows:

8484 Federal

8584 Federal and state b
8684 State - ,

8784 County
‘8884 Local

Abatement of Income

When part or all of the income of a school
district or office of a county superintendent of
schools must be returned to the source from which
it 15 receved or prorated to participating districts
for a specific prpject, the transaction shall be
accounted as an abatement of income. In other
words, abatement of income 1s the cancellation of

‘a part or the whole of any specific receipt

previously recorded. Such cancellations .of previ-
ously” recorded .receipts usually result from tax

.refunds, refunds of money received from state or

federal sources, refunds of monies previously
received in error, or the distribution of monies
received for others. The accounting for such
transactions in this manner keeps both income and
expenditures in true perspective and maintains
proper balance of the two.

. Uniformity in accounting for abatements of
income is required tO secure comparable fiscal
records and reports of schopl finances. Accuracy in
the records requires proper use of a correct
accounting procedure for the’elimination from the
fiscal records of those items representing cancella-

.tions of previous fiscal ‘transactions or parts of

v

them. ) ;
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Accounting Procedure

Payments that represent cancellations or reduc-
tions of receipts must be accounted as abatements
of income previously recorded by abating such
payments to such incofne account, thereby elimi-
- nating any charge to an expenditure account. Such
payments must be accounted” by abating the
income account for the driginal source *during the
fiscal year in ,which the payrments are made, °
irrespective of the fiscal year in which the original
receipt was recorded, even though such payments
may in some cases exceed the actual income of the
fiscal year in which the abatement is made and
thus result in negative balances in tlie accounts, or
~ entries in reports. Abatements of income shall be
recorded as they occur and shall not be accumu-
lated until the end of the fiscal year.

Because payments that constitute abatements of
income are not expenditures, they are not subject
to appropnation control. However. any abatement
of income that constitutes a major redudfion of

. Income in comparison with estimated income
~———shotld-be recognized-as-requiring-rcorresponding - -

8 reduction in estimated income and reserves, or
. requiring a reduction in actual appropriations.

The following kinds of transactions shall be

accounted as abatements of income -

Tax refunds

Rental refunds

Turtion refunds ~

a. To studenys, parents. or guardians

b. To other districts on account of over-
payments y ’

. Refunds of income from federal $ources

1.
2.
3.

. Refunds of income from state sources
. Refunds of other montes received n error

-~ S o

. Dristribution~or proration of mojies recerved
by a local operating agency to operating
districts,

Income .

Because it is often difficult to distinguish be-

tween receipts that -should be treated as abate-

, ments of expenditure and those that should be

. treated as income, a list of income receipts is

presented also. The following receipts must be

accountgd as income (income classifications are
shown 1n parentheses)

" fornia
from the State General Fund are loans and do not '

& 1. Tuition (8910, 8920)
a, Adult education tuition (8920)
2. Feés (8870) ,
a. Tea\chers' and employees’ examination
fees (8879)
b. Certificate fees (8879) °
¢. Transcript fees (8879)

3. Rentals (8850)
4. Cwvic Center (all charges) (8850)

Classrooms (8850)
Easement leases (8850)*
Houses (8850)

.e. Sites (8850)

4. Collections for use of swimming pools,
" tennis courts, and the like (8879)

5 Library fines (8890)

er6. Receipts from sale of junk or salvage
material no longer needed (8842)

7. Co'ntributlons and gifts (8890)

8. Receipts from sale of courses of study.
‘printed Torms. and tlhie Tiké (8845) ~ — ~

oo o

~ 9. Amounts
- surety or- indemuity honds because of
noncompliance with contracts (8890)

10. Interest
(8860)

I Réceipts from sale :1 land and . buildings
(c\u:pt that receipts trom the sale either of
d portion of a new site or of bulldings or
mprovements thereon shall be accounted
ds abatements of expenditure) (8843)

on deposits and investments

12 Recerpts™from teacher-training mstitutions
for practice teaching services (8890)

LY \ *
}3 Amounts recerved from nuindated cost
claims (8692) -

Accounting for Certain yortionments
(Loans) ° -

Cer:?n -apportionments that the State of Cal-
rrently authorizes to’be made to districts

constitute grants or subventions. Because such
apportionments are nonrevenue receipts, which
mcerease a district’s liabilities, they should not be

. . v
accounted for as income These apportionments

o

-9
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recerved from forfertures of,




m ntally‘ retarded mnor3 who come w1thm
the prowsxons of Education Code Section
S65tS; or (b) special ‘schools, classes, or
integrated programs for which a qualified
special teacher - 18 provided far educafing
physically * hangdicapped minors who comie
within the - provisions of Education Code
sections 56700 and 56701 (Edueatxon Code
sections 56536 56541)

). To a1d newly,organized elementary school,
‘high: - ol,\ or unified school

(Educat1 n Cofle Section 41360) =
3. To'provide Emergency apportlohmgnts (loans)

to school districts as provided bgm Education
Code sections 41310 and 41320-4§324

en such an apportionment hag been made by
the Superintendent of Public Instructios,"a state
warrant is issued by tILe State Treasurer for the
entire amount. The law specifies that the county
treasurer receiving such’a warrant shall depostt it to
the credit of the ‘General Fund of the (ﬁstnct

districts -

desngnated in the apportionment. The dlstgct ’

records should reflect the receipt of the credit.

Example
Date
4-10-71

Debst "«
$5,360

Accounts

Cash in Counwy Treasury
Account Payable, State

{Long-Term Debt} $5.360

. nounced by the county superinténdent will be

»
.

To record crédit received for a loan from the State General Fund * -

‘to fmance the establushment of the new claises for the mentaily
retarded ($2,680 payable during 1971:72 and $2,68 payabte
during 1972-73)

The repayient of the lodn will be automatlca'lly
accomplished by the withholding of half of the
amount from regular apportionments being cfed-
ited to the district during each of ti¥next two
fiscal years. The practlce of -the State Contr6ller is
to make the witftholdings over a period of fonr
months—February, March, Apnl, and May. Accord-
. ingly, during each of®those months‘(m 1973 in the
above exagnple), one-eighth of the tggal loan will

subtracted from the amounts otherwise due the

trict from the State School Fund in accordance

with fegular apportionment calculations. This

_ period (Education Code Section 41323)

-

" 2-20-72 Account Padable, State

smallet by the same amount than the announce-
ments by the
Instrugtion would indicate. District records must -

reflect tt& transaction In each of the months

pamed in’ each of the twq years following the year
of the loan so that the liability will be properly -

cleared and .the proper State School Fund appor-

tionments credited. In -the above example of a

tate Superintendent ‘of Public ~ «-

.

loan, lthe entry to.be ‘made by the district and =

rep€ated seven ‘times in the respective months is as
follows: P t

*
* +

Accounts ebit Credst

-« - 5670,

»

Date

Basic and Equah-

zation Aid $670

-
To record the withholding by the '?tate of one-eighth of the

_pount of the long-term fban recérved 440N

-

Any statement of fnanmal condition prepared
from the district records during or at the close of

" the fiscal year will show, if the foregoing proce-

dures are Used, the proper
the state, This accounting

t of liability tb
edure is indicated

" by the instructions that accompany the Annual

Report of , Current
proper recording by t
held by the state is-
aydit . instructiens .
annual audits. €™
The rpaynfent of a loan under Educatlon Code
sections 4132Q-41324 is done in the same man-

bilities, Form J43. The
istrict of amounts w:ith-
ncluded in t ecific
ccountants ductifg

~_

ner, except that the principal repayment nrust be -

‘accomplished over not more than a three-year

+

. »4 The interest and principal payment due annually

this emergency loan will be withheld from the
school district’s regular apportionments. However,,

classification 5800, Other Serwices and Expense for

: dministrative DlSITlCIWlde Operation.

All"loans; e.g.. T state emergengy apportlonments

" (loans), ‘loans from a tounty jboard of SUpErvisors,

- special

means that the -credit to the distrnict funds an- _

tax antictpation notes, and transfgrs (loans) from
or restricted?. funds of “the. district
(Education Code Segtian 42603) should be

&

@t

‘the dlstnct must record the ameunt due for k,””
interest as a current expend1turasundegexpendxture o

.-

recorded In the same basic manrter as/da(cnbcd in .

this section. . .




_ Part Il :
. . .Expenditures

.

. [ 8 t
The Education Code limits school district €xpen-
. difiires to the amounts appropriated for the several
jor expenditure. classes by the adopti®n and
val of the school district budget or”by
quent intrabudget transfer. Because. of this
or appropriation control of expendltures

othe biNjget and all documents dealing with appro-

pnﬂtmns must be prepared according to the same - -

classgf cation plan as that employed in the account-

-ing of expenditures. Similarly, financial reparts for

local use as well as those prepared for county,
state, or federal use .$hould follow the same
classiﬁcatioq plan_in order that their reliability for
comparative purposes is not impaired. . °

A basic classification by -object is the most

Kz‘uitable instrument for the classification of expen-
i itures within a specified “program.” Object classi-

fications ‘are for the most part self-¢xplanatony,
sach as “teachers’ sglaries” or ‘“‘custodians’ sala-
es.” The purpose or “funttion” that-the employee

serves is covered by the program designation. The:

numbering system used is adaptgble for use with
manual syStems and with data processing equip-

ment. The system is démg@ed to be used-either in .

its_minimum required fof+m or in expanded form to
allow for as many subaccounts as desired

County auditors and county syperintendents of
schools who maintdin detailed records of the
financial transactions of school districts for budget
control of expenditures or for other purpose
are required to use this manual asal&uide.

Districts should identify - the origin of \each
schqol ‘distrit expenditure by designating the

appropridte ‘program and object classifications on

the orders or requisitions, commonly called war-
rants or warrant registers. The officials“of the
school dlstnct who have direct krniowledge of the
nature and purpose of gach expenditure should
make decisions regardingfthe object classifications

tq be used for each exgenditure at the time that- ‘

® .. ,
.comgnitments are made. The account or accounts
to be charged should be selected when goads or

. services are ordered or when certificated or classi-

fied employees are assigned or reassigned. _
Insofar as it is feasible, notices of employment,

coples of contracts, and other school district
decuments relating to expenditures or to com_mit-
ments that will become expenditures shoutd bear
the designation of the object for review and

« approval of county supegintendents of schools.

Thlsgxrocedure permits any questions concerning
the classification of expenditures to be settled
promptly. One decision regarding object classifica-
tions can, thus serve for the several disbursements
to be ‘made at future dates, such as monthly saJary
payments. Furthermore, this procedure is neces-
sary if the encumbrance plan of accountihg is
employed by either the school district or the
county superintendent of schools.
Whether or not object classifications are shown
'gn comm1tn‘1t documents such:.as notices of
< employment and copies of contracts, all school
district orders should show the object classifica-
tions applicable to such disbursement. A part of
the examination and approval of such orders by
the county superintendent of schools should con-
sist of making surg that the object classifications
arg .correctly designated. County superintendents
of schools should serve as coordinating officers to
ensure that all school district officials understand
and apply uniformly the definitions anfmstruc-
tions cofitained in this manyal. Where necessary,
county ssupérintendents should consult school dis-
trict ogfficials regarding each seemingly incorrect
designation of the expenditure classification and
advise the schoo gxs}nm‘of any changes made by
the office of the cOunty superintendent,
County superintendents of schools, when draw-
ing requisitions on the funds of schoql districts in
those relativelx infrequent instances in which they

ni-1 -
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»

are authorized or required by law to initiate the
disbursements, should designate the object classifi-
cations applying to such payments and inform the
district of the date, payee, purpose, amount, and
object classifications of each requisition so drawn.
County superintendents should also notify the
school district of the date, purpose, amount, and
object classifiations of any amount withdrawn
from the funds of the school district other than by

district order or county superintendent’s requisi- -

tion and of the amounts withheld from apportion-
ments of state funds that are to be treated as
expenditures, such as the amount withheld for
district repayments of school building apportion-
ments N

The object classifications should be designated

Gn every warrant or warrant register so that county -

superintendents of schools may maintain the

accounting records of expenditures' necessary for

budget control of expenditures and for annual
® report purposes.
applicable to the budgeting, accounting, and
reporting of the General Fund and of all special
funds of every school district. The designation of
the object classifications applicable to any partic-
ular expenditure shall not be understood to mean
that such expenditure represents an expenditure of
the General Fund or of any particular special fund.
The selection of the fund for any /particular
expenditure must be made in accordance with the
provisions of law. and if two or more funds
may legally be employed, the determination of a
particular fund must- be made by action of the
governing board_of the school distnict or of 1ts
administrators,

The instructions 1n thns part of“manual
provide for the uniform identification and dlassifi-
cation of all expenditures of school districts and in
be County School Service Fund fiscal operations.
They should be employed in the day-by-day

accounting of expénditures dunng a fiscal year, in
the preparation of the budgets of the County
School Service Fund and school districts prior to,
.or at the beginning of, the fiscal year, and in the

- .
>

- r
. I(nunt) supenintendents of schools are required to maintain
controls of school district ¢xpenditures by objects under the pro-
visions of Fducation Code sections 41014 and 42600 -

The instructions 1n this par%of the manual are '

preparation of periodic financial reports, in¢luding
annual financial reports at ot after the close of the «
fiscal year. They should be used as guides in the
accounting of' the district expenditures by all
officials of a district who Rave fiscal responsibilities
and by county superintendents of schools and
-members of their staffs. . .

The school distnict and County School Servnce
Fund ‘‘Anntal Financial and Budget Report™
furmished by the Superintendent of Public Instruc-
tion contemplates the use of the accrual basis for
the accounting of expenditures and use of a partial
accrual basis for the accounting of income of the
funds of school districts and the County Schopl
Service Fund. excepy for the Bond Interest and
Redemption Fund. The accounting and reporting
of school district Bond Interest and Redemption
funds either on the cash basis or the accrual basis.
as determined by each county auditor, 1s accept-
able to the Supenntendent of Public Instruction

)
A

GENERAt INSTRUCTIONS

School districts and county superintendents of
schools are requued to report expenditures accord- -
g to the obJec.t C]aSSIﬁLdtlon plan presented n
this part of thé manual.

Objects of expenditure represent all the thmgs

" whether goods or services, that may be purehased(

Examples are salanes, supphes. and equipment
~ Objects of expendlture may be classified in
many different ways. They may be grouped under
summary headings, or they may be presented n
great detal. Grouping under summary headings
reduces volume—at the expense of clarity. Greater
detall improves understanding but is costly to
produce. In actual practice, considerable detail is "
used in developing budgets and recording expend1~
tures; then, for reportmg purposes, this detail is
summarized under more general . classification
headings. ‘
All objects of expenditures listed in Part HI,
Expenditures, must be maintained by all school
districts*and county superintendents of schools n
their day-to-day accountrﬁg‘of expenditures during -
a fiscal year. The ks of-these objects will facilitate
the preparatiori of budgets and the vanous finan-
cial reports requested by federal, state county, and

local agencigs.
k)

3
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Mlmmum budgetary congj?fﬁ ldistricts’
accounts by offices of.county Sup

schools must be maintain®q on the fo owing, major
object of expenditure classi atlons :

o

1000 Certificated Sabaries .-

» 2000 | Classified Salaries' ¢+ ° ©o
3000 .Employee Benefits ' )
4000 Books, Sapplies, and Eq

¥ ment Replacement .
5000 Contracted Services and Other
_ Operating Expenses - ~, )
6000 Capital Outlay
7000 Other Outgo ‘
7900 | Appropriation for.Con-
— tmgenaes

'~ SECTION A
" Opjects of Expenditure Classnhcahons,

Their Content, and Instructibns
Regarding Their Use »

1000 Certificated Salaries s

Certificated” salaries are salanes for services that require a
credential or permit 1ssued\by the Commussion for Teacher
Preparation and Licensing.

Salanies paid tor an employee on leave of absence shail
continue to be charged in the same manner and to the same
* account classification as was app{uable wh}le the employee
was In active tervice for the district

1100 Teachers' Salaries

Record the full-time, part-time, and proraled por-
trons of salanies for all certificated personnel
empl‘oyeo‘ to teach the pupils of the distnct or
pupils {n schools maintamed by a county super-
intendent of schools. Include salaries for teachers
/ “of special classes, teachers of exceptional chiitren,
leachers of physxca]ly handicapped and mentally
retarded munors, substitute teachers. instructional
levision teachers..and resource specialists in
omprehensive Plan for Special Education

The separate recording’ of teachers' salanes 1s
required by Education Code Section 41011 and 13
limuted to salarnes of certificated employees‘paxd to
= . teach the pupils of the distnct or pupils 1n schools
marntained by a county superifitendent
e following comments, interpretations, and defi-
nitions are included to guide school officials in -

IS

+-821T7

i

ndents of ."

determining whether the totdl salary or a portion |

. of the salary should be charged to classification

1100, Teachers ' Salaries.

The total salary 1s necpiged'm classification 1100,
Teachers’ Salaries, under the following conditions.
"The ‘teacher 1s an employee of the district/office of
the cour,lt‘y‘s‘upcnntendenl in a position requiring
certification qualifications. The teacher’s duties
require him to teach pupis of the district for ats
least one full instructional period on each schoel
day for which he js employed, and he 1s assigned no
duties other thar? those that are connected with, or
are extensions of, classroom teaching. Such actjvi-
ties are limited to the following.

1. PRparation for afld evaluation of classroom
wor

2 Extracurricular activities that afise out of

classroom work and are an extension of 1t

(e.g., class or club sponsorship, supervision at

school functions, or chainng of an academic

department)

Management and ;nslructmn in a study half

4 Duties that are ordinanly assigned fo cert1fi-
cated personne} tn connection with the cus-
tody and control of pupils at recess, lunch
time, after school, or at pther times

w

* The salary must be prorated under the following
conditions T
If a certificated employee teaches at least one
instructional penod each day that he is engpl(').yed
to teach and 1s a]sqassngnéd other duties neither 1n
“connection with, nor extensions of, classroom
teaching, hus salary must, be prorated and recorded
in classification 1100, Teachers’ Salaries, and in the
ather classifications that provide for-recording the
expenditures for the-other assignment. The amount
recorded 1n classification 1100, Teachers’ Salaries,
1s the product of the employee’s complete salary
and the fraction of the r‘"ull.-nme school day of the
employee spent as a classroom teacher m the ~
performance of duties that are in connectron with,
or an extension of, classroom teaching, as hmited
herein The remaimng portion 15 then charged to
“the classxﬁcallonﬁn which expenditures. for the
other. assxgnmenl are recorded. It should be under-
stood that some of the other assignments may
pertain to work outside the field of teachung, and if
a teachey performs sucH® assignments. 1t wall be

/ ‘ m—;3
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‘ necessary to prorate a portion of the sa,l/ary to
subordmate classifications other than 1100,

Teachérs’ Salaries.

The term other assignments includes, but 1s not
hmted to, assignments usually. and specifically
assigned to certificated persons employed in the
following types of positians

.I. General supervisors, coordinators, directors,
’ specialists, consultants, supervisors of special
subjects or grades, and certificated assistants
2 Pnncipals, wvice-pnncipals. assistant princi-
pals, deans, and assistant deans in individual

schools :
3.~Libranans, assistant hbranans, audiovisual
personnel, counselors, nurses, psychologists,
psychometnsts, audiometnsts, and guidance

and attendance personnel
The term other assignments also includes. but 1s
not limuted to, assignments usually and specifically
assigned to persons 1n the Classified service em-
ployed as school bus dniver, custodran, secretary to
. the governing board. and supervisor in transpor-
- tation ; o '

School Administrators’ Salaries
Record the full-time, part-time, and prorated por-

e tions of salaries of" pnl_'1c1pals, vice-principals,
administrative deans in individual schaols. and
other personnel performing sirmilar duties

. . ¥ " .
1300 Supervisors’ Salaries .

Récord the full-time, part-time, and prorated por-

. tions of salanes for certificated personm®l engaged
In the super?hsnon of instruction, including general
supemsbrs, coordinators, disectors, consultdnts,
and - supervisors ofq:Specna] subjects or grades and
their certificated assistants.

NOTE The term upervision 1s used to designate
those "actvities having as thewr purpose the actual
improvement of instruction under the difection of
supervisors and asmstants Such actmities include (1)
personal conferences with teachers of instructional
problems, (2) classoom vistation, (3) group confer-
ences with teachers, and (4) demonstration teaching

A
-

1400 Librarians’ Salaries
° Record the full-ime, part-time, and prorated por-
' tions of salanes~of all certificated personnel per-

-
forming services of a libranan.

7 3 }\\
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1500 Guidarice. Welfare, (Qnd Attendance Salaries

: .Record the’ full-ime, part-ime, and prorated por-
tions of salanes "of social workers and all certifi-
cated personnel doing pupil - personnel work;
psychologists and psychometnsts, and cdgnwlors.

1600 Physical and Mental Health Salaries

Record the full-time, part-time, and prorated por-
tions of salanies n payment of health services
rendered by physicians, oculists, dentists, and
glental hygierusts, nurses, optametnsts, school
audiometnsts, psychiatrists, otologists, charop-
odists, and such othgr persognel as are authonzed
n the field of physical and mental health and who
are on the payroll of the school district.

.

Expenditures for health services by personnel not

on the payroll of the school district are recorded in
classification 5100, Contracts for Personal Services

of Consultants, Lectugers, and Others.

1700 Superintenden® Salaries

Record the full-time, part-time, and prorated por-
tions of salanes of supenntendents and of deputy,
.associate, area, and assistant superintendents in
distnicts and offices of county supenntendents of
schools (Education Code sections 35028, 35030,

| 44065, 44066, 44069. and 35029)

1800 Other Certificated Salaries of District and
County Administrative Offices

Record the full-time, part-time, and prorated por-
tions of- salanes of administrative assistants and
directors of admunistrative activities such 3s pupil
services or special projects:

1900 Other Certificated Salaries .

Record full-ime, part-ime, and prorated portions
of salanes for all certificated personnel that do not
Ffall within one of the categones specfied (e.g.,
resource specialist other than Comprehensive Plan
for Special Education. program specialist, certifi-
. cated cwvic center employee, resource teacher not
performing duties as classroom teacher, and certifi-

cated noon playground supervisor)

2000 Classified Salaries

Classified sajanes are salaries for services that do norequire
a credential or permut issued by the Commussion for
Teacher PoeparauSn and Licensing.

Salanes paid to an employee on leave of absence shall
continue to be charged in the same manner and ta the same

/

'
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account clasmﬁcat;pn as was applicable while the empioyee

S ' was in active service 'fof the district.
. '. - LR §

of+ 2100  Salaries of lnstructlonaf {hdes for Dlrect

C / . Tegching Assistance

Record total saleries paid to instructional aides

. . “who are required to perform any portion of their
o . duties under the supervision of a classroom teacher

. or a special education resource speciahst (Educa-

.. . tion Cod&secﬂons 5.6334 and 41011).

2200 Classlﬁed Salanes of Personnel in County
Superintendents’ Offices and District
Administrative Personnel ‘
Include governing board ‘members and personnel
commugsion members. RecordAhe‘full-ume,pa}'t-
. T times.and prorated portions of salaries of super-
visoty personnel who are business managers, con-
- .+ trollers, dl“ttors chief accouptants, supemsors‘
purchasing agents, assistant supenntendents, and
. supenintendents. (For assistant superintendents and '
P superintendents, see Education Code sections 35028,
: 35030, 44065, 44066; 44069, and 35029)

"~ 2300 Clericaland Other Office Salaries

- i
d .

"

4 * -

Record the full-time, part-time, and prorated por-

» llOH'S of salaries paid to clerks, secretanes, accoun-
tants bookkeepers machine and comrputer opera-
tors, and switchboard operators under the appro- .
" pnate program(s) for which they serve.

-

’400 Maintenance and Operation Salanes s

Record the full-time, part-time, and prorated por-
tions of salanes paid to maintenance and operation
personnel a follows

L . Mazntepance carpenters, painters, plumbers eleo-
’ - / *

trnicians, and so forth.

. -workers, firemen, dairy workers,¥watchmen, gar-
Ve - deners, elevator operators, warehouse workers,
delivery personnel, truck drivers, and so forth

Y

h 2500 Food Service Salaries

Record full-time, part-time, and ‘prorated mmons
of salanes of nuéltxomsts cooks, helpers, and 41l
other food service persornel except those engaged
1n the management of the food services program on
a* distncrwide basis The salary of 2 classnﬁed
director of food services at a single site 1s recorded
under object classification 2500

»

. 2600

( ' Qperanons  custodians, matrons, general utility «

The salziry of a classified director of food sefvices,
- if distnctwide, is recorded. under ob)ect classifica-
tion 2200, Qlassified Salaries of Persorinel in
County Superintendents’ °Offices and Dmru't

~  Administrative Personnel.

The salary of a certificated director- of food
services, if dlstnctmde 1s recorded under object
classification 1800, Other Certificated Salaries of
District and County Adminisirative Offices.

Transportation Selaries

Record the full-ime, part-time, and prorated por-
tions of salanes paid to bus dnvers, mechanics,
field_coordinators, gasoline pump attendants, and
all other personnel whose assignments are related
to the transportation of students.

2900 Other Classified Salaries .

Record fuH- time, part-time, and prorated portions

. of salanes not 1dentifiable with object classifica-

tions 2100 through 2600 (e.g.. noon supervision

N personnel, students, community aides? health aides,
4 libraty aides, and building inspectors)

-
~

3000 Employeerl;:neﬁts
Record all expendftures for 'employers contnbutions to
retirement plans and for health  and welfare benefits for
employees or their dependems retired” employees and
board members. v

3100 State Teachers’ Retirement System Fund

3110 State Teachers’ Retirement Fund for

Teachers .
3120 State Teachers' Retirement Fund for
Other Than Teachers‘

4 ¢

- 3200 Public E mp'lo yees’ Retirement Fund

gtem Yor ]nsm)cnonal Aide.

3220 "Public Employees Retirdiment Sys-
" tem for Other Than Instructional

‘Aides *© -

3210 Public Employees Renre}em Sys—

Old Age; Survivors, Dzsabalny and Health
Insurance

3310 Old Age, Survwors, Dasabdlry and

3300

® « Health Insurance for lnstrucuonal .

- Aides P
3320 Old Age. Survivors, Disability, and”
’ Health Insurance for Other Than

' Instructional Aides

-5




‘3400 Health and Welfare Benefits

3410 Health and Welfare Benefits for
Teachers and Instructional Aides

3420 Health and Welfare Benefits for All
Other‘Employees

~

3500 State Unemployment Insurance

3510 Unemployment and Insurance for
Teachers and Instructional Aides

3520 Unemployment Insurance for All

Other Employees
3600 Workers' Compensation Insurance
3610 Workers’ Compensation Insurance
" for Teachers and Instructional Aides
3620" Workers Compensation Insurance
for All Other Employees
3900 Otner Benefits
4000 Books. Supplies, and Equipment Replace-

ment

‘Escord under the appropriate subclassification all purchases
" by contract or by purchase o¥3er for books. supplles and
equipment replacement. 1include costs for freight and
cartage )

\
4100 Textbooks (In.accordance with state re-
quiremerts) -

’ Record under the appropriate subclassification the
total amount expended each year on supplemen-
tary textbooks or basic textbooks. include teach-
ers” manuals and teacher editions Defimitions to be
employed in classifying the expenditures follow
Elementary
For elementary school. including grades seven and
eight of junior hugh scifbol. “state textbooks™ are

those textbooks adopted by the State Board of- -

Education for use 1n elementary schools

A "basic textbook” s a volume intended for.use by

pupils as a pnincipal source of study matenal for

. the completion of a subject or course In style,

orgarization and content 1t should meet the basic

requirements of the subject course for which 1t 1s
intended

A supplementary textbook™ 15 a volume that

covers part or all of a sub;ect or course but 1s not

» ntended for use as a basic textbook A supplemen-

_ tary textbook 1s intended to supPly informationgn

4200

Record under the appropriate subclassification

H

addition to, or n extension of, information pre-
sented 1n the regular or basic textbook The'
governing board may purchase and adopt supple-
mentary textbooks 1n addition to those free text-
books supplied to the district “Supplementary
textbooks™ shall be distingwshed from reference or
library books by the fact that they are supplied
quantitfes permitting use by a group or the entire
class -

. )

Teachers’ manuals and teacher editions relate to ‘
the specific basic or supplementary textbook In-

tended for teachers’ use rather than for pupis’

use

~
High School
For school, including grades nine through
twelve, “‘textbooks” (as defined in the Cahforma

diunistrative Code, Tatle 5. Education, Section
9540 [a]} that are adopted for use as hugh school
textbooks by the governing board of the district
under provisions of Education Code Section 60400
shall be recorded in classification 4100, Textbooks.

Education Code Section 60400 provides that only
textbooks produced by pubhshers who have filed a
bond with the State Board of Education may be
adopted by the governingboard of a school distct
for use as textbooks 1n the schools of the district

e

School officials should distinguish textbooks on
the basis of adoptions made by the governing board
of the district

-,

Teachers’ manuals and teacher editions relate to
the specific bafic or supplementary textbook “in-
tended for teachers’ use rather than for pupils’ use

4110 Textbooks (General Purpose Funds)

Record regular pu;chases of textbooks

4140 Textbooks (Education Code Section
60242, Kindergarten Through Grade

Eight Only)

- Record purchases of textbooks with funds
dpportioned by the state for instructional
matenals purposes under Education Code 1
Section 60242

Other Books

expenditures for (1) books that have not been
adopted by the proper authonty for use as text-
books (2) books such as reference books that are




available fogeneral use by students even though

‘ o such books may be used solely in the classroom,

ahd (3) all other books used for reference purposes

supplied 1n quantities too small for group use. In

accordance with state requirements. library books
_are included

Expend;tures for penodicals, magazines, work-
books, test matenals, dnll books, or exercise pads
and Department of Education bulletins and the hike
‘are recorded under object classification 43Q0.
Instrucgional Materials and Supplies.

Expenditures for schaol library books for a new
school hbrary or for matenal expansion are re-
corded under object classification'6300, Books and
Media for New School Libraries or Major Expan-
sion ¢f School Libraries. -

4210 Other BooksMegneral Purpose Funds)

Record regular purchases of other books

4240 Other Books (Education Code Sec-
tion 60242, Kindergarten Through
Grade Eight Only) .
Record purchases of other buoks with
funds apportioned by the state fof mstruc-

tional matenals purposes under Education
Code Section 60242)

4300 Instructional Materials and Supplies

Record under the appropriate subclassification
expenditures for all supplies to be used by pupils,
teachers. and other pe:sonnel in connection with
the instructional program lnclude all tests, peri-
odicals, magazi.' workbooks and any.other
supphes used 1n the classroom- Exclude any items
of gquipment as defined in Part IV »

4310 Instructional Materials and Supplzes

_ (General Purpose Funds) -

matenals and supplies.

434Q Ins#ructional Materials (Educatidn
- Code Section 60242, Kindergarten
Through Grade Eight Only) ’
Record purchases-pf irfstructional mate;lals
with funds apportioned by the state for
- nstructional materals purposes under Edu
cation Code Section 60242 [

4400 Instructional Media Materials and Supplies '

Record )'mder the appropniate subclassification

-

Regord r?gular purchases of mstructnoﬁél .

expenditures for purchases, only, of all instruc-
tional media mat’enals ap@ supplies for use in
library and- audiovisual programs. Exclude any
items of equipment as defined in Part IV
Expendntlures for rentals of materals are recorded
under object classification 5600, Contracts, Renfs,
and Leases. P

“Instructional media materials” means those
pnnted and published instructional matenals that

- are suitable for use by, and are to be used by,

chuldren and teachers in elementary and secondary
schools and in hbrary ,and audiovisual programs and
that with reasonable care and use may be expecged
to last more than one year Include such items as

peniodicals. documents, pamphlets. photographs,
reproductions, pictorial or graphic works. musical
scores, maps, charts. globes. sound recordings
(including but not Iynited to those on tépes and
discs). processed shdes, transparencies. films, film-,
stnips. kinescopes and videotapes processed micro-

film. “models, , realha, or any other pninted and

published or audiovisual matenals of similar natpre .
made by any method developed
“Instructional media suﬁ;}hes' means those sup-
plles necessary for the cataloging. processing. stor-
e, and retrieval functions of the .instructional
media. program. Supplies mclude, but are not
limited to, blank magnetic audio tape and wideo-
tape. unprocessed photographic film, unprocessed
transparency fim and transparency production
supplies,‘and other supphes necessary for book and
apdiovisual cataloging and processing This term
does not include furniture and equnpmeni neces-
sary for the media program .

Expenditures for motion’ pl.éture fitm and video-
tapes of a matenal cost are recorded. uhder object
classfication 6410 Audzomsual Equipment.

t
44]0 lnsrrucnonal Medw klatenals (Gen-
eral Purpose Funds Only)
- Record regular purchases of instructional
medla matenals | :

4420 lnstrucnonal Media Supﬁhes (Gen-
. eral Purpose Funds Only)

Record regular purchases of mstrucuona]
media supphes »

A

. 4440 |Instructional Media Material§ (Edu-

cation Code, 'Section 60242, Kin- *
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. dergarten Through Grade
Only) _

Record purchases of instructional media
matenals with funds apportioned by the
state for wnstructional matenals _purposes
. under Education (;od_e Section 60242, .

Eight:

4500 Other Supplies

Record expenlitures for other supphes such."as
custodial, gardenung, and maintenance supples,
other supplies for operation, repair, and upkeep bf
equipment, buddings and grounds, and vehicles,
and other medical and office supphes,

4600 Pupil Transportation Supplies
Record expendrures for fuel, oil, tires, parts for

repair, small tools, and so forth

"4700 Food Services

expenditures for all food and slxpphes used 1n food
service programs or In a particular program or
project

- 4710 Food . -
’ Record-expenditures for food used 1n food
" service programs.for breakfast, snacks,
tunch, and so forth, other than for instruc-

tional purposes i
Expenditures for food used for instruction
. in a regular classroom (e.g., in a cooking
class) are recorded under object classifica-
tion 4300, Instructional ,Materlcls anf

Supplies.
L. " 4720 Meals for Needy Pupils-
4790 Other Food Services Supplies
4800 Equipment Replacement . )
Record expenditures for articles of equipment, as
defined 1n Part IV, that are replaced on a piece-for-
- piece basis.
b 5000 Contracted Services and Other Operatmg
: ) Expenses

\_\Record expendityres under contracts for personal services,

rents and leases, and other operating expenses such asdues

travel, insarance, utihties, and legal

5100 Contracts for Personal Services of Consul-
tants, Lecmrers and - Others for  Direct

‘' Assistance to Teachers, Pupils, or the Cur-
riculum or Health Programs

Record under the appropriate sutgclasslﬁcauon‘ '

b

.

5110 "Contracts for Personal Services‘(Gen-.
eral Purpose Funds)
Includes contracts for personal services,

consultants, lecturers, or others ncluding
the employment of other organizations

{1e., Western Association of Schools and -

Colleges—[WASC]) Record expenditures
under contracts for services provided by

ounty superintendent of schools,
other school districts, or pnivate enterprise.
Coptracts-for Personal Services (Edu-
cation Code Section 60242, Kin-
dergarten Through Grade Eight
Only) -

Record expenditures for personal services

5140

of consultants to assust in use of state.'

adopted mstructional mateials with funds
apportioned by the state for instructional
matenals purposes under Education Code
Section 60242 Record all other expen.

ditures for personal services under classifi-

> cation 5110. .

5200 Travel and Conference Expense

. .
Record reimbursements for actual and necessary -

expenditures mncurred by employees and- other
distnict fepresentatives for travel and conferences
(Education Code sections 35044 and 44032).

5300 Dues and Memberships

Record the membershup fee of any distnct or
school in any society . association, or organization
as authonized by Education Code Section 35172.

* Record the membershup fee of the governing board

n ‘any orgamization as authonzed by Education
i Code Section 35172

5400 Insuraiice SR

5410 Fire and Theft )
' . Record expenditures for all forms of wnsur-
" ance covenmg the loss of, or damage to,
_property of the school distrct from fire,
theft, storm, or any other cause.’ Also
record here costs for apprasals-of property
for nsurance purposes.
Liability Insurance i
Record expenditures for ansurance cover-
age of the district, its officers, and em-
ployees dganst losses resulting from
property damage or public hability

5420

-

i

’ ‘
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5500

5600

5700

5800

5430 Fidelity Bond Premiums ‘
Record expenditures for any bonds guaran-

teeing the school district against losses
resulting from the action of 1ts employees.

5440 Pupil Insurance .

Record expenditures for accidental death’
-~/ insurance and medical and hospital insur-
_ ance for pupls.

Utilities and Housekeeping Services

Record expg;xdltures for water, fuel, hght, power,
telephone, waste disposal, laundry and drytleaning,
and so forth Include contracts for these services.

Contracts, Rents, and Lea{es

Record payments for rentals -for, or leasing of,
land, playground sites, athletic fields, equpment,
and buildings.

Record payments to independent vendors for
purchase orders or contracts for transportation,
maintenance, and repairs to buildings’ or equip-
ment .

Record contracts with architects for repairs.

Record contracts for aucovisual services, hibrary
services, and services not otherwise designated.

Legal, Election, and Audit Expenses

Record assessments for other than capital improve-
ments, including state assessment for nonuse of
school sites

Record advertisements of bond sales and advertise-
ments required by law.

Record judgments, lawyers’ fees, election costs,
audit costs, and so forth.

Assessments for capital improvements are recorded
under object classification 6100, Sites and Im-
provement of Sites. )

Advertisements not required by law (e g , employ-

ment notices) are recorded under object classifica-
tion 5800

Other Sérvices and Expense for Administra-

tive Districtwide Operation

Record expenditures for surveys, appraisals, and
costs of and interest on loans, physical examina-
tions, fingerpninting; X rays, paymentkfor damage
to personal property, advertisements not required
by law, and so forth.

Appraisals 1n cor\u:es:uon with site purchases are

-

A

5900

6000

Record
outlay

LY

recorded under object classification 6100, Sites and
Improvement of Sites

Interprogram Charges and Credits for Direct
and Indirect Support Services “

This object classification 1s not a budgetary classifi-
cation but 15 a transfer ¢lassification to be used
only to transfer interprogram debits and credits for
direct and indirect support services, matenals, and

equipment. (See discussion on procedure n Section
B, Part 111.) -

Capital Outlay
under the appropnate subclassification capital
expenditures for sites, buildings, books, and new

equipment.

6100

.

-

Sites and Improvement of Sites
Record expenditures for each of the following

Acquisinon of land dhd additions to old sites and-
adjacent ways. Include incidental expenditures in
connection with the acquisition of sites, such as
appraisal fees, search and title nsurance, surveys.
and condemnation proceedings and fees If a siteis
not purchased after the appraisal or survey, record
the expenditure n classification 5800, Other Ser-
vices and Expense for Admunistrative Districtwide
Operation. Include demohition costs for removal of
old buildings on newly acquired sites.

Improvement of new and old sites and adjacens )

ways. Include such work as grading, landscaping,
seeding, and planting shrubs and trees, constructing -
new sidewalks, roadways, retaining walls, sewers,
and storm drains; nstaling hydrants, treating.soil
and surfacing athletic fields and tenms courts for
the first time, furmshing and instalhing, for the first
time, fixed piaygro‘und‘ apparatus, flagpoles, gate-
ways, fences, and underground storage tanks that
are not parts of building service systems; and doing
demolition work n connection with improvement

(of sites.
Payment of special assessments Include assess-_
"ments against the school distnct for capital improve-.

6200

(
64

ments such as streets, curbs, séwers, drains, and
pedestnan tunnels whether on or off school

property.
N L

‘Buildings and Improvement of Buildings

Record costs of construction or purchase of new
buildings and additions and replacement of @bso-,
lete: buildings, including advertising; art_:hnect&ral
< . ' '
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and engineering fees; blueprinung; inspection ser-
vice (departmental or contract), tests and examina-
tions; demoltion work mn connection with con-
struction of new buildings; installation of plumbing;
ingtallayon of electncal, spninkling, or warning
devices; installation of heating and ventiating
fixtures, attach{nents, and builtan fixtures, and
other expenditures directly related o the construc-
tion or acquisition of buldings

-~

Books and Media for New School Libraries

* or Major Expansion of School Libraries

6310 Library Books
6320 Library Materials
- Refer to ob;ectissnﬁcatlon 4400, Instruc-

nonal Media Merals and Supplies, for
Jdefinition gf instruc tional media maternials

Equipment

Record expendityres for imuial and additional
items of equipment such as furniture, vehicles.
machinery, motion picture film. wvideotape, and
furmishungs  that are’ not integral parts of the
building or building service system Equipment 1s
defined in Part IV of this manual

Piece-for-piece replacements of equipment are

recorded under object clgssification 4800. Equip-
ment Replacement

Intial additional built-in  fixtures that are an
integral part of the building or building service
system are recorded under object classification
6200, Buildings and Improvement of Buildings
6410 *Audiovisual Equipment

6420 Library Equipment

- 6430 Food Service Equipment

6440 Pupil Transportation Equipment.
Including New Busé\s
6490 All Other Equipment
[

!
Note

A distiict may use day labor or force account within the
himits of the law (Lducation Code Section 39649) to
improve new of old sites, construct or improve buildings,
and fabricate equipment The expenditures for such day
labor or force account, including matenals, shall be a direct

charge

to the Fadlities Acquisition and Construction

" program. Such expenditures may include salaries of mainte-
nance personne!l (object classification 2400, Maintenance

)

lll 10
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and Operation Salaries), fringe benefits (object classifica-
tion 3000, Employee Benefits), and necessary materials and
supphes (object classification 4500, Orher Supplies).

7000 Other Outgo
7100 Debt Service

Debt service consists of expehdntures for the

retirement of debt and for interest on debt, except

principal and interest on current loans (money

borrowed and repaid during the same fiscal year)

7110 ‘Annual Repayment on Account of
Public School Building Apportion-
ment

Annual Repayment on Account of
Srate School Building Apportion-
ment

Bond Redemption

Bond Interest and Other Service
Charges

Record expendltlures for bond interest afid
bond and coupon service fees

Repayment of State SChoolButldmg
Fund Aid by Warrant to the State
Treasurer Out of Proceeds from Sakes
of Bonds (Education Code Sect:on ’
16Q58)

Payments to Original District for
Acquisition of Property

Recdrd expenditures to cover the hablhty

of* a “‘new school distnict” to-the ongnal

district for its proportionate share of the

bonded indebtedness of the onginal dstrict
* (Education Code Section 4147)

7190 Other Payments

Outgoing Taltion

7210 Tuition for Junior High School
~ (Grades Seven and Eight) (Education
Code sectiqns 37062-37071)

7220 Tuition for Instruction Under Inter-
district Attendance Agreements

Record tuition under interdistrict atten-
dance agreements for general or specific
instructional servaces, including transporta-
tion, for designated pupils (Education
Code sections 46600- 46610).




; . o o 7230 Tuition for Instruction Provided in a dren’s Institutions (Education Code

_ Tuberculosis or Polio Ward . N

Record tuition for education provided in a
tuberculosis or poho ward,‘hospital, or
sanatortum maintained by a county or
group of counties (Education Code sec-
tans 56750—-56752).

'

7240 Tuition and Transportanon of Chil-
o dren Attendmg Classes for Handi-

capped

Record twition and transportation costs of
‘children attending classes for physically
handrcapped (Education Code 'sections
1850 and 56%409), educationally hand-

capped’ (Education Code Section 56602);

multiply handicapped (Education Code
Section 56031)‘,' and- mentally retarded
(Education Code sefkions 1880, 56519.
“and 56529) maintained by a county super-
intendent of schools or by other school
districts

-

3

7250 -Tuition for Regional,Occupational

Centers or Prqgrams (Current
Expense)

Record tuition paid (for current expense
,only) to those regional oéc'upanonal cen-
ters or pgograms operated under a Jomnt
powsrs agreement (Seg object classifica- .

tion” 7290, Other "Tunion, for regional.

occupatlonal centérs or _programs %uaxgg\_

‘by other school districts )
»

7260 Tuition -for Regional Occupational

Centers or Programs (Capital Outlay)
Recbrd tuition paid (for capltal outlay
- expense only} to regonal occupatiomal
centers or programs operated by other
school districts or county supenntendents
of schools, and, regional occupational cen- -
ters operated der'a joint powers dgree- -
ment. ) '

7270 T;li(iOI_l for Nonithmigrant Children.

Noncitizen Children, and Children
Residing in Foster Homes aud Chil-

such service.

sections 42900.— 42911).

7280 Tuition for Exceptional Children
Record tuition paid for the education of
exceptional children for whom no appro-
priate special education facilities and ser-
vices are available or can be provided
(Education Code sections 56030— 56038

and 56332).
K
7290 Other Tuition .
Record tultion pard (for current expense
- a only) to those regional occupational centers

or programs operated by other school dis-
tncts not under a joint powers agreement.
Also record tuition not otherwise 1dentified

Note ..

Interdistrict payments for specific services prov:ded"by
one school distnct for another (such as health, admunistra-
tion, nstructfon, or transportation services provided the

. pupils of one district by another district) should be charged

o object classification 5600, Contracts, Rents, and Leases,
and to the appropnate program for the service. When such
an nterdistrict payment 1s received, 1t must be accounted
for and ‘recorded on any financial reports of the distrct
receiving lhe payment as a reduction of the expense for

v

.-

Example
© Two school districts corfflict with each otheY for
- pupil transportation services 'The following procedure 1s

.used 1n reporting such transactions

Distnct A, which receives pupil transportation ser-
vices, charges object classification 5600, Contracts,
Rents, and Leases, and 'the Pupil Transportation pro-.

gram R :
. Distnct B, which performs the services,
income {reimbursement from district A) as an abatement
to @e appropnate object of expenditure for such
services and lhereb;'_reduK:es the expenditure charged to
_ the Pupil Transportation program. (Objécts of expendi-
» _ture that may be abated for such income are classifica-
ion 2600 for salares, -appropsiate subclassifications of
the 3000 series for employee benefits. classification
4600 for supphes, classification 4800 for equipment

a

records
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replacement, classification 6440 for new equipment, and
any others appropriately charged in the performance of
the service.) i

If .thé actual expenditures "for abatement purposes
cannot be identified, the total ncome recetved shall be
sllocated on a reasonable basis to object classifications
2600, 3000, and subclassifications 4600, 4800, 6440, and
others; and to the appropnate program.

The gross amount expended, the amount recovered by
payments frgm one or more other distncts, and the net
amount of expense are desir Sle for local cest studies.
Costs should be available for state reports if requested.

For accounting of interdistrict payments for cooperative
projects, see section 111-C of thus manual ~

7300 [Interfund Transfers

Record the foljowing transfers

7310 From the General Fund to the Child .

Development Fund and the Develop-
ment Centers for Handicapped Pupils
Fund (Education Code Section
41013 and Cahfornia Administrative

Code, Title 5, Education, sections
15050-15052)

Between the General Fund and the
Special Reserve Fund (Education
Code sections 42840-42843)

7330 To the Public School Build;'ng Fund
or to the State School Building Fund

7320

from All Other Funds of thé District .

(Education Code sections 15746 and
16095)

Record transfers of any monies of the
district that are required to be expended
for the project for which suth apportion-
ment was made )

7340 From the Bond Interest and Redemp-

tion Fund to the General Fund

Record transfers of monies from the Bond
Interest and Redemption Fund, after all
prfncipal 'and ‘Interest payments have been
made, to the General Fund or to the
Special
sections 15234-15235).

7350 From the General Fund to the
Deferred Maintenance Fund. (Educa-

tion Code Sections 39618-39619 5)

Reserve Fund (Education Code

-

7390 Other Authorized Interfund
) Transfers .o
7400 Other Transfers

7410 From Funds of a Lapsed or Reorga-

nized School District to Another

- School District (Education Code Sec-
tion 35724) o

7420 To the County School Service Fund
for the Education of Mentally Re-
tarded Minors

. - Record transfers in school districts with
less than 901 units of average daliy atten-

- “dance in the elementary schobls of the

» distnct (Education Code Section 1880)
The funds are raised by a special tax and
transferred by the county auditor

7430 To the County School Service Fund
for Special Education Students (Edu-
cation Code Section 1705)

7440 Transfer§ -to School Districts from
Responsible Local Agencies for Spe-
cial Education Master Plan

7490 Other Transfers \

7900 Appropriation for Contingencies (formerly
* Undistributed Reserve) -
~Appropriation for cogtingencies 1s that portion of
the current fiscal year’s apprdpriation that 1s not
designated for any specific purpose but.is held
subject to the intrabudget trar)sfer‘ that is, transfer
to other specific appropyations as needed during
the fiscal year No expenditure shall ever be
recorded under this classification, 1t 1s an appropri-
ation classification only

A J

. SECTION B

. Direct Costs, Direct Support Costs,
and Indirect Cost Distribution

_ The distribution of direct costs to all programs
and the subsequent distribution of direct support
and indirect costs provides the means fof assessing
the fiscal impact of .operating all programs. . This
kind of cost identification 1s cntical to the develop-
ment of a meaningful management information
systenr.

Methods of allocation of direct costs and distn-
bution of direct support charges and ndirect

-
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charges are presented herein for determination of
total program costs. Charges which are used by
multiple programs, such as data processing, dupli-
cating, and-reproduction costs, should be recorded
as direct costs to each user program.

[

Direct Costs

Direct costs are those expenses which can be
charged directly as a part of the cost of a product
or service, of a department or operating unit, or of
a program. Direct costs are distinguished from
direct support costs, which can be distrnibuted
among one or more programs, and indirect costs,

.which must be distnbuted to ‘all instructional

programs, special projects, and auxiliary programs.

All direct costs charged to programs are classi-
fied as objects of expenditure. These objeCts of
expenditure are discussed in detail in Part III,
Section A (See also Exhibit I-D-1, Normal Object
Classification of“Expenditures by Major Program
Functions.)

Direct costs should be charged to the program
most clearly 1dentified with the purpose for the
cost. Examples of costs easily identified with a
particulay program are teachers’ salaries, bus
drivers’ salaries, and textbooks.

Other direct costs such as employee beneflts
substitute teachers’ salaries, and miscellaneous
instructional supplies-—-costs that are not so easily
related to specific programs -may be charged to
holding (suspense) programs for subsequent real-
location to using programs

Direct Cost Prorations -

Direct cost prorations mayrvbe defined as the
assignment or distribution of costs to programs in
proportion to the benefits such expenditures pro-
vide 1n accordance with a formula or other
equitable procedure Two kinds of direct costs
require proration thoge charged to a hbldmg
program for subsequent reallocation and those spht
Between two or more programs at the time of
imtial recording .of the costs.

Holding Programs

The helding program 1s a suspense account,
which holds the costs tempogasily until they are
assxgned t& the appropngte g program. Direct
costs such as employee benefits, substitute

“teachers’ salanies, and miscellaneous instructional

" 6§

H

supplies are difficult to assign directly. because they
are lump sum payments. - The use of holding
programs facilitates timeliness of detail accounting
processes and allows for clear determination of the
appropriate placement of charges. All charges to
Holding programs should be transferred to the’
appropnate programs on a monthly basis. In nQ
mstanc,e may a balance remain in a holding’
program at year-end. >
Substitute teacher salaries There are three
methdds of allocating substitute teacher salaries’
by actual substitute assignments, by number of
certificated teaching personnel, or a combination
of the two methods.

Actuagl substitute assignments This method pro-
vides that costs of short- and. long-term substitute
teachers be charged to the programs in which the
teachers actually substituted. Records of the pro-
gram assignments are maintained for each teacher
and the costs allocated accordingly. The charges
may be made directly to the appropriate programs
when paid, or allocated monthly from a holding
program. '

Number of certificated teaching personnel This
method of allocating the costs of shart- and
long-term substitute teachers 1s”based upon the
number of certifjcated teaching personnel eligible
for substitutes. Since the salaries of substitutes
may.be considered a normal cost of all programs,
both long- and short-term substitutes’ salaries may
be charged to all programs on a pro rata basis.

Sute Allocations Using any of the above alloca-
tion methods. collecting the costs hy site may be
preferred so that. the proration 1s relative to
experience at each site.

Employee benefits It 1s fecommended that a
holding program for employee benefits be estab-
lished. For example. the personnel program might
be used for holding purposes. The proper object of
expenditure 1s used with the imitial charge to the

holding program. (See the example. page 111-14.)

¢

Mzscellanéo]s anstructional  supplies  Miscel-
laneous instructional supplies that afe not 1denti-
fiable with specifi¢c instructional. programs at the
time of purchase should be charged to a holding
program (subclassification of abject of expenditure
classification 4300) 1n the instructional administra-
tion or imstructional media programs for subse-

%
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. quent dlstnbutlon The miscellaneous supplies 2. The "administrator of the using ‘*program
“should be. allocated monthly to the instructional usually has some control over, or_respon-
- programs based on actual usage or on the ratio of ’ snbllnty for, the costs of services.
" edch program’s enrollment to the total accumu- 3gfhe n.osts of services n question W“ld nQ
lated-enrollmenignf all instructional programs. . longer‘be necessary 1If the using"program were
i ' . M disconfinued. .
Detailed expense code ) ” Amount 4. The costs of servnces from a support program
: Pro- .. for which, by defimtion,gll costs must be
_tDescnptuon Site | Object | gram Debit Credit 3 dlw as direct su pqt. (Applles o "
s‘pﬂ:ni!&:;;) ;00 3100 | xxx . $20,000 o ‘ Pupil Services and Pupil Thmsportatnoﬁ) )
Cash m County ’ . ° Oné c.xample of a dm;ct support charge 1s the ,
Treasury ‘500 \3100 XXX ".$20.000" cost for a field trip charged (debited) to an
4";2""“‘:2:":'0::‘ i A .- - _pstrireyonal program and credited to the trans-
Benefit Expense | 1817 | 3100 | XXX 2500 portatlon program—a segvice that was speuflcally
STRS Fund requested for an instructional program beyond the
Expensey ' ek normal homeé-to-school transportation services pro-
(Holding) 500 | Floo | xxx |* ¢ 2500 vided to students.
NOTE The zwoenmasrepresent {a) the in1tial recording of a State Another example is the salar;/, or prorated °

1

—

Y )

.

.

Teachers” Retirement” Syste® Fund disbursement tn 115 proper . - P
object and helding program. and (b} the subsequent proralion ofa ™ portlon of the Salary of a psychologist who

share of the’ State Teachers” Retirement Swstem Fund the provnde?k a specnﬁc service to.a special education
(o]
holdmg program 1o an instructional program For purp mﬁ/ructlonal program.

maklng this employee benefit expense allecation, factogg may
"established in she Payroil systgm representing amounts per ceytrfi " Direct costs pf support programs also may be
cated employeg and amounts per classified employee, 'espec"ve'v charged to other support programs as direct sup-
! port charges. For example the ipstructional media
Prpgram jquests maintenance ch 1ts equlpment

Two or More Programs

Salaries of personnel working 1n two or mbre the cost the time and matenal 1s shown nitially
_programs are prorated on the basis of time spent in as a direct cost of the maintenance program but
. each program Equipment and services utihzed by . sybsequently 1s .distributed as a direct support
more than one program aresprorated on the basis ©  charge to the instructronal media program.
of equipment usage and. the percent of service " Auxihary programs, such as &ed services, may
provided to each program. P be subject to the distrsbution of direct support,

charges to or from other programs. For example,
the direct costs of special preschool meals initially
are charged to the fodd services progﬁm ghd
subsequently distributed as @irect support charges
to the preschool p‘rogram .
*~ Asanother examp}e the direct costs of custodial |
servicesgare 1mt1ally charged. tq ‘the operations
program and then dlsmbuted .as direct support
charges to the food services, progr
If a support program’s services dlrectly beneﬁ
other progams—such @as transportation services
provided to an instructional program for a field
' tnp—the costs should -bescharged, to the using
jary- programs. One .olr, more . of the following . nstructional program in much the samé*way that

. C e Direct Support‘

Direct support charges constitite a reallocation
“of portions of the direct cosfs accumulated in the
varioys support programs. In order to comply with
the requirements of the Annual Financal Report
of Programs as “well as -requirements of certain
other programs for which these direct suppo
charges are requlred for state reportmg, eaci
d1 1ct superintendent and county superintendent

Itocate the portions of the"n‘/ct costs in the
support programs f'or services rendered to the
mstructnonal. r\ograms special projects, and auxil-

q:itena shall be applie o identify a charge as -, outside firm would charge for its services. The
direct support. . ; ] chaige 1s actually a transfer of costs by the use of
1. THe*costs’of services are readily and reason- an intgrprogram charge and credit transfer.
ably iden.tiﬁed as support to a particular *Several methods may be used to accumul.ate‘gnd
program. . B - allocate direct support charges. The intent of this
N .o . . -

m_u ) ) . . S @
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.portation program)

formula may be based
\\orl estimated costs for t)he currenyyear.'
\o

e . . - Q ' <
ﬁ? ‘. : ¢ o » * ﬂ N
r - . ”
(Q Method(s) Use one or a combination of methods as specifiegson this char}
" 5 LA Time and | Rate per | Work Ada or | Number of classes Time-floor area or Hour
-, Suppon'serwce program materials mile ordef | enrollment teachers seryed quantity consumed | consumption
: ¥ . -
Instructional Administration X - X
Instructiofl Methia . * X ’
hool Administration .o . X X - .
Pupil Services® ¢ - X X X¢ . ’
trict Admnmstrahon ! X X
MaMntenance . P X X ¥4
Operations o . X xd Py X X
Transportation® | el e . X X . Xb . X

8 These support programs will have no residual costs remalmng to be distributed as indirect costs

Pupils actually transportéd.
CApplicable 1o master plan programs only

dAplecable to gkounds and watern only

-

section 1s to. authorize sufficient alternative
methods to meet indivisual needs while at-the
same time maintaining a system that develops
reasonable comparable data among all school dis-
tniCts and offices of county superimtendents of
s¢hools. One or more alternative methods shall be
avarlable for each support and auxthary program to-

be usgd 1n determining direct support charges. The

methods are shown for each program in" Figuré
-1,

£

Description of Methods

‘The followmg methods shall be used to allocate
direct support charges .

Time-and-materwals method (Approprnat® for all
programs) The costs of salaries and benefits are

accumulated 1n proportion to the time spent and‘

the ‘cost of matenals used (1f any) ong given
assignment :

Fxample &

The salary and benefits of the duecior of special
education ate a direct charge to the district administra-
tion program The charges are prorated to each s;.)ecral
education program based on the time spent and the cost
of any matenals used.

Rate -per e method (Appropnafe for Trans-
Under the rate per’ mile
method. the total costs of operating a vehicle are
divided by the number of miles drniven This
on the prior year’s costs or

Work order method (Approprnate for Instruc-
tional Media. District Administration, and Mainte-
namce - programs) A vanation of the \QC and

L 3

- : A
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Figure I11-1. Methods of Allocating Direct Support Costs from Support Sarvice‘ Programs
. , o lnstructynal Programs, Special Projects, and Auxiliary Programs ‘

-

"(Appropriate

7

matenials method 1s the work order method where-
by charges for time for a specific yob performed for
a program and the cost of the 'matenals used are
accumulated’ on work  orders by the s&®vicing
program. The total cost from the work order 1s
transferred as a direct support charge to-the usjng
program. For e'xarnple, a printing ~department

maintains @ work order system forcﬁ Job
performed for all other programs 1n the &8thict.

When actual costs cannot be readily identified,
then somg merthod of proration must be used.

Average daily attendance or enrollment method
(Appropnate for Pupil Services. Operations, and-
Transportation programs) The average daily’atten-
dance or enrollment method is a way of prorating

costs by taking the ratio of the pupils 1n an '

individual program to the total pupils served by't)re

support program. This method 1s appropnate when

pupils are served equally, or when required to-

distnibute residual costs in the Pupil Services and

Transportation Programs
AN

]
Example ’ -

A team of psyc.hologrsls serves three special education .
programs Program A’ with 30 students. Program B with
20 students. and Program C. with 25 students A ratio is
established between the number of students in each
program and .he total number in the three special
education programs served by this team. The total cost

- of the psychologists salaries and benefits 1s $6,700 per
month. The cost 1s allocated among the programs, 40
percent'(32,680) to Program A .*27 percent (31,809) to
Program B. and 33 percent ($2,211) to Program C

NumB of . (\'hsses/leachers served method

for Instructional Administration,
School Administration. and Pupil- Services pro-

. %1115

——
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gram$) The number of classes/teachers served
method 15 a way of prorating costs by taking-the
ratio of the number of classes/teachers (full-time
equivalents) served n an individual pfogram to the
total number of classes/teachers Aerved by th
support program This method 1s gbpropriate wh
classes/teachers are served equally
Example ’

A school principal’s office serves a staff of 18
persons, wncluding 15 regular teachers and 3 EMR
teachers The School Adminmration support program
costs attributable to the EMR program would be 3/18 X
total school’s 'adm'u'ustrauon program costs

Time-floor area mathod (Appropnate for Oper-
ations program) The time-floor area method 1s
used to prorate expense to a given program 61 the
basis of the floor area occupied by the program in
proportion to the total floor area and the perc.ent
of time such floor area 1s useds p

7
ot

lzxample ’

-

The cost of treatment fér an existing plant floor areq
of 60.000 squafe feel 1s S1, " One-third of the total
area, or 20,000 square feet, 1s used for equal amounts of
ume by classes for adults and classes for each of grades
nine through twelve _The classes for adults consume
one-fifth of the class time, therefgre, the amount of
expense distnbuted to classes for ddults 15 one-fiftp of
one-third of $1.000, or $66 67.

The square footage of the floor area may be
determined by actual measurement or. by the
“clyssroom umits” basis . The ‘“classroom anits™

basis involves allocating Direct Support Costs using’

the number of classrooms utihzed by, each pro-
gram. Large spaces. such as cafetenias and audi-
toriums, are allocated on an equivalent number of
standard ,classrooms_/basxs FEor example, 1f a stan-
dard classroom in a/Achool 1s 970 square feet and
the cafeteria occupies 7760 square feet, the cafe-
teria costs would be allocated as 8 classroom units

anmplé !
A “school might ‘contain  the followﬁ?g ‘classroom
units”
- /
. Classroom Units

14 Regular Classrooms - 14

2 EMR Classrooms - 2

1 EH Classroom |
Cafeteria - A 8

Total 25 -

“In the allocation of<Direct Support @sts using
the ‘‘classroom units” basis, General Education
programs would receive 14/25 (56 percent) and EH
programs would recewve 1/25 (4 percent) of the
costs. \ _

If, for instance, the cafeteyls used by more
than one program, the hqur-censumption method
would be used to further letnbute the costs to the
user programs.

The.'*classrodm units” basis assumes allscommon
space, such as cornidors, restrooms, officesgand so
forth, benefit each room in proportion to the
tloorspace occupied by the room. such commo
spaces are 1gnored-for purposes of computation.

Hour-consumption method (Appropniate for

Maintenance and Operations programs) Proration
Y

of an expenditpre by the hour-consu 10N

method " 1s made by charging the program
proportion to the length of time the program uses

the facihties. d
[:‘x&mple /;" ) ‘/ .

Classes for the mentdlly retarded use certain school

facilities; Expenditures for water. electricity, and heat -

are prorated on the bhasis ofsthe hours the building 1s used
for % lasses for the mentally retarded in proportion to the
amount of time the building 1s Wed for all types of
dasses . iy

Quarmt) -consamed method
Operations progtam) The -quantity-consumed
method 15 used to prorate expense to a given
program 1n proportion to the ag¢tual amount of
supplies consumed.

Example

Paper towels are purchased at a cost of $1,000
One-tenth gf the towels are used by recreational groups
tn the commumity service program Ten percent. or
$100. 15 a proper charge to this activity

- Xfter an allo ailon of support program charges
hat been made, the cost of a support program wil®

(Appropriate for

appear ds total direct costs plus direct support

costs from other programs, less direct suppeort
charges to other programs. The cost of an instruc-
tional program wilappear as total dlrect Costs pllis
direct support charges

Direct suppart program‘charges shall be d1§tn-
buted, but the)) should be shown separafety and as
an addition (debit) tos the programs they dixectly
support As direct support program cNarg

7.
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added. to other programs, alike amount will be
subtracted from (credited to) the support programs
fsom which the charges were distributed

T .
Application of Methods

d

Special Projects -

-

Special projects are unmque in that they.have
their own funding and are entirely 1n support of an
instructional program or another support pragram
The donor-authonizéd support services have already
been charged as direct costs to the special projects,
so no further distribution 1s necessary unless the
district provides local or general state aid support
for these projects

SPECIAL NOTE eThc distnibution ot the spegial projects to the
instructional programs 1s at the discretion of the district and 1s
not required tor state reporting However, the speuial projects
shall not be distributed to the nstructional programs until atter
the mdirect (3%ts have been applied

. The method oigalloﬂtmg district contributions
as direct support Marges to special projects shall be
as follows *

I Salartes of the district director of projects,
salaries of clerks, employee benefits, supplies,
and other costs charged directly to the district

- administration program time and matenals
method L .

2. Instructional media service costs and media
equipment rental time and matenals or work
order method

3 Pupil services for

costs, such as salaries

psychologists and nurses, employee benefits, *

special testing, and physical examinations—
time and matenals method

4 Custodial and other operations costs -time
and materials method, time-floor area meth-
od, or quantity-consumed method »

5. Food services costs—time and matenals or
quantity~<onsumed method
6 All other charges—time and matenals method

Instructional Support '

Costs of services that are readily and reasonably
identifiable within the mstructional administration,
instructional media, and. school administration
programs, which support various instructional and
auxihary programs, shall be transferred to the using
p;rogram through the use of an interprogram charge
and credit transfer kEhmples‘ of such costs_ are

IC o . 72

J

N

. -

elementary and secondary supervisors’ and clerks’
salaries and -employee benefits, costs of services for
the usey of instructional media and costs of media
equnpmnt rental for a particuiar_program, prin-
cipals’ and clerks’ salaries, employee benefits; and
supplies. All remaining costs ghall be distributed as
indirect costs as shown on page 1If-19

Pupil Services

All pupil services costs shall be distmbuted as
direct support charges through the use of an
interprogram charge and credit transfer. No
residual costs will remain 1n this support service to
be distributed as indirect costs.

Attendance and welfare Attendance and welfare
costs shall be distributed on an enrollment ora.d.a.
basis to all instructional programs Exception
costs of attendance and welfare personnel that
are assigned to a particular plant, such as a high
school, shall be direct suppor{, costs based on the
time-and-materials method.

Guidarice and counseling Guidance and counsel-

" Ing costs that are readily and reasonably identified

shall be distributed on a time-and-matenals basis.
Exar}zple ;
A counselor 1s assigned 10 a given srte, such as,a high
school. The salary and employee benefits of the
counselor and the clerks and any terials used are

charged to the appropniate instruction®¥ programs

That fortion of costs for which the time-and-
matenals basis 1s fdot feasible shald be distributed
on an enrollment or a.d.a. basis.

Health Health costs shall be distnibuted on the
basis of time and matenals Examples)are salaries
and employee benefits of psychiatnists and nurses,
'spe’cnal testing, and physical examinations that are
distnibuted “to the applicable instructional pro-
grams. That portion of costs for which the time-
and-matenals basis 1s not- feasible shall be distrib-
uted on an enrollment or 4.d a. basis.

NOTL~Some Master Plan dategories (Resource ‘Speuahst,
Nonpublic &chools pm‘ams, and certain DIS programs) do not
penerate ad a or enroliment All Duect Support Costs must be

\"' number of classes/teachers served basis.
General Suppon . i

County superintendent and district adrunistra-
tion District and county®supenntendent adminis-

trative costs shall be distributed using the time-and-

-

&
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materials method for those costs that are readily
and reasonably identifiable. The work order
method shall be used for administrative services
such as noninstructional' data processing, printing,
and duplicating services. ) .

The remaining administrative costs shall be
Jistributed as indirect costs, as described on page
II-19.

« Maintenarce services All maintenance services
that are readily and reasonably identifiable shall be
trans'ferred'to the using program by the use of an
interprogram g¢harge and credit transfer. The
charges shall be the actual costs of providing the
service, based on a work owler system and or a
time-and-materials basis of charges

Examples of maintenance services are main-
tenance and repair of driver training vehicles and
equipment. maintenance and repair of in§tructional
equipment used in the classroom. and mamtenance
and repair of food service equipment. * :

The remaining maintenance costs shall be distri-
buted as indirect costs. as described on page [11-19

Operations services Qperations services that are
readily and reasonably identifiable shall be trans-

ferred to the using prograr’n by the use of an’

interprografm charge and creditdransfer Operations
services that shall be charged as direct support to

the using program include site custodial ‘salai'les.‘
employee benefits, supphes, utilities, laundryfnd .

dry cleaning, uniform repair. an® other services
performed, for the benefit of a particular program
As applicable, the time and matenals. time-floor
area (using acreage instead of square feet for
grounds). quantity consumed. hour-consumption.
a.d.a. or enrollment (for grounds and watér only).
or a combination of these methods:shall be‘used

The remaining operations costs shall be distn-
buted as indirect costs, as described on page [11-19

Transportation services Costs of {ransportation
services shall be transferred as 'dxn@pport costs
to all the programs and projects utilizing these
services by the use of an interprogram charge and
credil transfer in the following manner °* .

1 All field tnps shall be charged to the using

program based on one of the following

methods

a." Actual charges from the bus contractor

3]—18

L

b. Fixed rate per mile based on prior year
costs or estimated costs for the current
year ‘

c. Fixed rate per mile plus hourly/rate charges
per trip

. Transpartation costs for physically handi- .

capped, trainable mentally retarded, or
autistic students or spegial transportation for
studgnts in special day classes under Comfite-
hensive Plan for Special Education and costs
for transportation of any of those students to
California state schools or to school districts
other than their own shall be charged to the
special education subprogram, transportation,
by 6ne of the following methods.

a. Actual charges from the bus contractor or
actual costs computed by the school district

b ‘Fixed rate per mile, based on prior year
costs .or estimated costs for the current -
year. multiplied by the number of miles per
day for each program, multxphed by the

\ number of school days

. \Fixed rate per mile, plus hourly charges,
multiplied by the number of miles per day
for each program, multiplied by the
‘number of school days

ther transportation. neot home-to-school,
uch as transportation to athletic events.
elivery of regional occupational program
sfdents to place of employment. and trans-
portafion ‘from schodl to school. and to and
from E A S. meetings shall be charged a&\m_
(2). . \,

The remaining transportation charges (home-
toschool costs for the district preformal,
elementary, secondary, and regional occupa-
tional centers or programs, educable mentally
retarded students. educationally handicapped
students. and pupils in Comprehensive Plan
for Special Equcatlon not requiring special
transportation) are distributed as follows

a. Dwvide the total remaining transportation
costs by the total number of students

\‘b;?asported. ‘
Muliply the rate obtained in substep 4(a)

—_— by the number of students transported in
each category.

-
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c. Transfer these amounts as‘ direct support
charges' to the various programs involved.

No residual costs will remain in this support
service to be distributed a$ indirect costs.
SPECIAL NOTE Al charges for transportation services to

organzations out@ide of ‘the distnct, such as parent-teacher

associations, recreation distncts, senior citizén groups, and so
forth shall be abated to the transportation program by the use of
a contra account These charges are based on the methods
indicated for field trips in step (1)

Auxiliary Programs

Community services Community services shall
never be distnbuted as direct support charges,
however, this program shall receive direct support
charges, suclt as custodial service,\ utilities, main-
tenance service; and instructional media supplies
and charges, if applicable, from the facihities
acquisition and construction program.

Fringe Benefits on Behalf of Retired Persuns
Costs of frlige benefits paid on behalf of retired
personnel shall neither recene direct support
charges from other programs nor be distributed as
direct support charges ‘

Food services Donor-authonzed food services
expense shall be a direct charge to the special
project. Food services expenditures that are district

< contributions for special prajects shall be distrib-

uted as direct support costs to the projects All

- other expenditures shall remain in the food services

program However, this program shall receive direct
support charges, such as custodial services, utilities,
and maintenance of equipment

Facilhities Expendttt{res charged to the facihities
program for leased © rented facilities shall be
glstrlbuted as direct support charges to the user

' programs

Indirect Support

Each school district and dRice of the'co_unty
superintendent of schools shall” allocate indirect
costs to all instructional progra-ms: special projects,
and auxihary programs. The following method
shall be used to allocate the indirect costs

I. Total the remaining costs 1n all the support
programs except special projects and other
outgo. . - . :

2 Total the direct and direct support costs of

« the instructional programs, special projects,
and auxihary programs

3. Dvide the total determined in step (1) by the
talinstep (2), and carry to six decimal places.

4. Apply the rate obtained 1n step (3) to the
total of the direct and direct support costs of
each instructional program, special project,

and auxiliary program.
NOTE The staie reporting requuements are shown in Exhibat
I-E on pages 1-20 and [-23. A work sheet showng samples of the
distribution of dwect support and indirect costs 1s shown on
pages {11-20 and {11-21

Interprogram Charge and Credit 2
Transfer Process -

An interprogram charge and credit transfer
process is to be used to transfer direct support
charges from the support service programs to the
inftructional programs, special projects, and auxil-
lary programs. This transfer can be identified or

coded 1n several ways, particularly for electrom<\
e

processing. Four ways are given here which may b
used to transfer, for example, salarnies of elemen-
tary pringipals, vice-pnincipals, and clerks, gm-
ployee benefits, and office supples from scHool
administration to direct support costs of the
general education elementary prog'ram.

. Example 1 ~ Use object of expenditure classifi-
' cation 5900. Interprogram Charges and Credits for
Direct and Indirect Support Services-
5910 General Education, Elementary (School
Administration) (deb/r)‘

5890 School Administratién (General
Educatibn Elementary) (credst)

Example 2 Establish a direct support code

using the first two digits of the object code with 98
as the last two digits for the debit and 99 for the
>

credit _ '
1298 General Education "Elementary (§ghoot -
Administration} (debit)
1298 School Administration {General
Education, Elementary) (cred:’r)

Example 3 ‘Establish a direct support code
using the first two digits of the object code with an
alpha notation for the last two digits, such as DD
for the debit and DC for the credit

12DD General Education, Elementary {School
Administration) (debst)

12DC Schoo! Administration (General
Education, Elementary) (credit}
Example 4. Use a code system preceding the
object of expenditure, and assign code numbers to

->




, Program costs
Total direct . before
. A : and ' Indirect distribution ySpecial
Direct support Direct support direct support SUPPOmM Costs of special project
Direct costs costs—in . costs+out ~ ' costs 0047425 project costs SuUPPOrt costs

1 2 . 5 6 Cog

INSTRUCTIONAL PROGRAMS .

General Educdtion . (I
Preformal $4,050 $9.200
Elementary . 3,508,000 . 262500
Secondary . 2,187,000 | 318.000
Regronal Occupational Centers (ROC) N i i .

or Prografns (ROP) 850,080 25,00@’?h 875 000 916,497 1500 917,997
Aduit 33,300 9.qo0** 42 300 44,306 1500™ 45806

. -

P 2
$13,250 $13878 " 5362737 $50,151
3,771,500 . 3950363 55,1777 4,005 540
2,405,000 . 2519057 11.,000™ 2530057

abcde
abcdtgh, |
abedfhy

Special Education
Physicly Handicapped . R 2 . i
Special Day Classes 2,000%0¢  * 821,000 859936 a19Q™ 864,126
Educationally Handicapped )
Special Day Classes 7.300
Transportation
PH/TMB/Autistic 55Q0

abcd 279 800 293070 3142™ 296212

d 5500 5761 5761

Total 7674850 . 538,500 - 8,213,350 8,602 868 112782 - ‘ 8,715,650

SUPPORT SERVICE PROGRAMS

Special Projects .
ESEA, Titie |, Preschool 25,675 25,675 1,218 26 893 (26,893)m
Miller-Unruh Basic Reading Act 22,000 22,000 1,043 © 23043 (23,043)™
Comprehensive Employment gnd N ) m
Training Att (CETA) 60,000 . 60,000 2846 62 B46 (62 ,846)

Total . 107.675° 107,675 5,107 112,782 t112,782)"

-
Instructional Support .

Instructiponal Administration 27,000 17,000 (17,000}
Instructional Media 38,000 = . . 43,000 (43,000)
School Administration 75,000 . -

b

VR

Pupsl Services
Attendance/Weifare 18,000
Guidance/Counseling 21,000
Health . 39,000

» .
General Support - N
District Administration 200,000 * . {200 O -
Maintenance ’ 145,000 - . 00 “ (90,000}
Operations ' 299,000 A i (52,000}
Transportation . 97.500 197,5000% -

©

Toal 959 500 (567500 1402.000)

mic @
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. A ’
) J . - . . Program costs
* ; : \ Total direct - before
. - and Indirect distribution Special
. . ’ Direct support Direct support direct support SuUpPpOrt costs of special project
Direct costs costs—in costs —Out costs 0047425 project costs support costs Total
. N . .
S 2 3 4 5 3 7 8
AUXILIARY PROGRAMS ' ) \ )
Community Services . : 30000  * 10.000° - 40,000 1897 41897 - . 41897
Food Services i 31,500 40,000° {1.000)° 40,500 1921 - 42421 - 42,421
Facilities Acglisition and - ' .
Constructifn . 75,000 - - 75,000 ‘3557 78 557 - 78557,
Y -
Total 136,500 20,000 (1,000) 155500 7:375 162 875 - 162,875
' . .

Drstrict total S $8878,525  $568500 '$8878525 -,  $8878525, - 3 82‘25

($ 568,500}

“

NOTE Column 1 shows ail the direct charges by each program The various direct
support costs are dlstr«t_)uted by the use of interprograrr charges and credit transfers
* »

a. Pupi| services (attendance/welfare distributed by average daily attendance.plus actual
ccst at the secondary level} Debit preformal $70Q, elementary $5.000, secondary
$10,000, ROC/ROP $1,000, adult $5Q0, special education physically handicapped

$500, and educatidhally handicapped $300. an¥ ctedit atter.dancefwelfare $18,000

b. Pupil servites (health distributed by ad.a) Debit preformal $5b0, elementary
$23,500, secondary $12,500, ROC/ROP $1,000, special -education physically
handicapped $500, and educationally handicapped $1,000, and, crediy health
$39,000. . : T

. . - . N
c. Operations (to charge clstodral salaries, employee benefits, supples, and utihties)
« Debit preformal $5,000, elementary $125,000, secondary $75,000, ROC/ROP
$15,000. adult $5,000, physically H8ndicapped’ §1,000, educationally handicapped
$1.000, community services $10,000, and food services $10,000, and credit
operations $247,000, " :

d Transportation (distributed on an actual ¢odt basis) Debit preformal $2,000,
elementary $50,000, secondary $35,000, educationally handicapped $5,000, and
special education transportation $5,500, and crédit transportation 397,590

. N
»

s !

m

r

Figure -2, Ill}nt}p_tion of Direct Support bharge Allocagion, Indirect S,uw)drt Cost Allocation,t
’ . and Special Project Cost Allocation . '

’

Faod services fcharg‘ to préformal for meals fos needy pupils) Debit preformal
$1,000 and credit food services $1,000 '

Schod! admynistration Debit elementary $45,000, sscondary $27,000, and adulwF
$3.0Q0 and cradit school administration .$75,000, .

Elementary education Debit elementary $10,000 and cregiit mlrucnonal administra-
tion $10,000 :

Pupit services (guidance/counseling distributed by actual cost) Debit elementary
$4.000, secondary $13,500, ROC/ROP $3,000, and adult $500, and credit,
guidance/counseling $21,000

Maintendnce Debit instructional media $10,000 for the maintenance of equipment,
debit secondary $45,000 for repairing the grandstands and the sprinkler system and
replacing a major portion of the turf at the high schoo! athletic field, and credit
maintenance $55,000,

Instructional mecka (charges for the usa. pf spec!al fitms, filmstrips, and equipment)
Debit ROC/ROP $5,000 and credit instructional media $5,000

Distribution of the special projects Debit preformal $26,893 and credit ESEA
preschool $26,893, detit elementary $23,043 and credit Miller-Unruh $23,043, debit
preformal $9,380, elementary $32,138, secondary $14,000, ROC/ROP $1,500, adult
$1.500, physically handicapped $4.190, and educationally handicapped $3,142 and
credit CETA $62,846 . '

{

8
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each type of support program and the respectxve
debit and credit todes as follows:

0100 Specia! Projects

0110 Debit
0115 Credit

Instructional Support

0210 Instructional Administration--Debie
0215 Insttuctional Administration--Credi
0220 Instructonal Media--Debit

0225 [nstructional Media--Credit

0230 Schooi Administration--Debit
0235 School Administration--Credit

Pupil Services

0310 Attendance/Weifare--Debit
031,5 Attendance/Welfase--Credit
0320 Guidance/Counseling--Debit
0325 Guidance/Counseling--Credit
0330 Heaith--Debit

0335 Heaith--Credit

General Support

0410 Dristridg Administration--Debi &
0415 Dustnt[hdmnnlstrauon-—Credir
0420 Mainterfarice—-Debit

0425 Maintenance--Credit

0430 Operations--Debit

0435 Operations--Credit

0440 Transportatiop-Debit

0445 Transportation--Credit

;

Auxiliary Support

0510 Community Services--Debit

0515 Community Services--Credit

0520 Food Service--Debit ,

0525 Food Service--Credit

0530 Faciity Acguisition and Construction
--Debit

0535 Facility Acguisition and Construction
--Credit

s

ey

This method wil he;p to 1dent1fy the souped™of
the transfer along with a bnef descnptlon/of the
action: -

0230 General Education, Elementary {School
Admm-stranon_g (debrt)

0235 School Administration {General
Education, Elementary) (cradit)

Indirect Costs Distribution S

Only the methods illustrated in Example | and
Example 4 can be used to distribute the indirect
costs. In Examples 1. change the descniption in
codes 5910 and 5990 to Indirect Costs Example 4
requires the addition of codes 0600, Indirect Costs,
0610, Indirect Costs—Débit, and 0615, Indirect
Costs—Credit. In either case all the instructional
programs,\ special projects, and auxiliary programs
shall be debited in the manner as described for .
computing the indiregt costs as illustrated on page
[11-19. and each support program (instructional
support. pupil services. and general support) shall
be credited with the remaining amount after all
direct support charges have been allocated.

SPECIAL NOTES (1) Regardless of the examples followed, the
mnterprogram charges and credifs transfer accounts are not
budgetary accounts but are transfer accounts and must always
, have a debit and a credit transaction so that the account balance
is always zero. (2) Reg her a hand method ora

/
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SECTION C
Miscellaneous- Accounﬁné Procedures

. < »
Methods of accounting for cooperative projects
operated among districts, accounting by funds,

“accounting for stores, and abatements of expendi-

tures tnctluding use of contra accounts are included
1n this sectioh.

Cooperative Projects

Califorma ‘school districts and &ffices of. county
superintendents of schools oftgg pool their re-
sources and- operdte certain federdl and state
projects on a cooperative basis This procedure
usually calls for one school district or county
superintendeft of schools to operate the project
for one or more other school districts or county,
superintendents The operating school agency 1s
usually referred to as a local educational agency or
local operating agency

The Annual Finantial and Budget Report, as
specified by the State of Cahfornia. 1s used to
collect fiscal data for comparative and management
purposes. Current expense and the costs of edu-
cation are developed on the basis of cost per unit

of average daily attendance (ada) If valid com- .

parative data are to be obtained, each school
agency must report its own share of the income
and expenditures when the agency 1s involved 1n a
cooperative project

Dlstnct and county supermtendents partlclpat-
mg n cooperatlve projects must report the income
and expenditures resulting from their mvolvement
in the-project in the following manner

1 Each participating district or county records
its share of the project entitlement in the

approprate expenditure classifications during
the proect year The operating district should
" bill each participating district pernodically* oy
at least by the end of the year for its share to
date and then-abate the cooperative project
object “of expenditures by the amount of
income received from each of the participat-

_ing school agencies. The net costs wil be
reported on the Annual Fman?nal ahd Budget
Report of the operating district.

Some cooperative projects are established only
to meet specific federal entitlement requirements.
Such projects usually require that one district serve
as the applicant district for purposes of dlsbnfsmg
federal funds to the other participating districts.
The' participating districts are operating their own
projects-n this situation In the implementation of
this type of ‘cooperative project. quarterly cash
advances may be made directly to the admnistra-
tive agent of the applicant distnict for deposit and
disbursement. Applicant districts should deposit
their prorated amounts in an account uader in-
come classification 8160, Elementary and Sec-
ondao/éducatton Act, and the prorated amounts
for partitipating districts under classification 8490.
Other Federal Funds A copy of the coopetative ;
agreement filed with the county superintendent
will serve to authonze payment to the participating
distncts Disbursement transactions by the operat-
ing distnct should be handled as abatements to
classification 8490. Participating districts should
record income under classification 8160. All
expenditures are to be recorded 1n dccordancdgith

- the Califorma School Accounting Manua!

appropniate income classificatior. If 1t 1s an .

ESEA, Title I, project, for example,
income will appear 1n classification 8160,
Elementary and Secondary Education Act

2 Each participating district and county records
its share of the cost of the profect 1n
expenditure object classllﬁcatlon 3600, Con-
tracts, Rents, and Leases, when 1t pays the
district that operates the project. Its share of
the cost will normally be equal to its share of
the income.

3 The operating didtrict must account for all o
the costs of the_ cooperative project 1n the

the

Special Education Master Plan

Special instructions apply to the Special Educa-
tion Master Plan (Education Code sections
56300-56367).

. The resource speciahist shall be charged to
object of expenditure classification 1100,
Teachers' Salaries, as a direct charge to the
Specnal Education program.

.The program specialist shall .be charged to
object. of expenditure classificatiort 1900 as a
direct charge to the Special Edugation pro-

gram

tJ

3 The instructional_aides aSSJgned to the re- .

source specialist )shall be charged to object of

’
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expenditure 2100, Salaries of Instructional
Aides for Direct Teaching Assistance, fkjen
though these instructional aides are not untler
the supervision of a classroom teachegpas
prescnibed in Education Code Section41011.
4. Professipnal~specialists, as required by Educa-
tion Code Section 56336, shall be charged to
object of expenditure Mssification 5100,
Contracas for Personal Services of Consul-
tants, Lecturers, and Others for Direct Assis-
tance to\ Teachers, Pupils, or the Currtculum
or Health Programs he
. the county superintendent, or a
combinatjon of both can be the‘responsible
local agerlcy” (RLAY 1n a givent county
6 The RLAs will receive the state apportion-
ments for the Special Education Master Plan
as speciffed 1in Education Code Section 56360
and recprd the apportionment in income
classiticgtion 8638, Spectal Education Master
Plan AJl expendptures are to be recorded in
accordgnce with the foregoing instructions
and thg California School Accounting Manual
LA may contract with a distnict or
s to operate the entire program or

such contracts occur. the RLA shall
transter/the operational tunds to the participating
dlstru.ts) by object of expenditure classification
.7440. Specml Lducation Master Plan Transters, and
the district(s) shall report the income to the source
of mcame classitication 8940, Special Education
Master Plan” Transfers All expenditures are to be
recorded yr accordance with the foregoing instruc-
tions andghe Califormia School Accounting Manual
LA shall combine and report the total
Comprehensive Pran Cost Data Document (Form
F6) for and on behalf ot the district(s) master ptan
program "

Accounting by Funds )

Separate, balanced records should be maintained
for the General Fund and for each special fund
The General Fund may be used for nearly all of the
purposes shown 1n this outhne. Special funds are
highly restncted by law as to their usage.

Examples of special funds are the following

Bond Interest and Redemption Fund

The Bond Interest and Redemption Fund will
include only the following objects of expenditure

~

classification- 7130, Bond Redemption; classifica-

tion 7140, Bond Interest gnd Other Service *

Charges, and classification 7300, Interfund Trans-

.feps. Responsibility for this fund 1s vested in the

county auditor ) N

Building wd
*  The -Building Fund ps establislgczvto receive for
deposit the proceeds of the sale of bonds; proceeds
from the sale of real property; federal subventions
for capital outlay purposes, including any funds
received under Public Law 81-815; and mnsurance
indemnities Exclude from this fund monies de-
rived from local taxes for capital outlay purposes,
because these expenditures must be budgeted and
expended from the General Fund Charges may be
made as follows (object of expenditure classifica-
tions shown 1n parentheses)

Project director (2200)
Building inspector (2900)
Employee benefits (3000)
Contracted services and other expenses (5000)
Construction insurance (5600)
. Contracts, rents, apd leases (5700)
. Advertisements of bond sales and other costs
relating to the sale of bonds (5700)
Site surveys, appraisals, and so forth (5800)
Capital outlay expenses (6000)

.

N

Repayment of state school building aid (7150) ™

Special Reserve Fund

[N

The Special Reserve Fund 15 to be used 0}11_)' for
capital outlay 'pur ses The income 1S derived by
transfer from the General Fund, interest earned on
deposited funds, and federal subventions for
capital outlay purposes including funds recgived
under Public Law 81-815

State School Building Fund

The State School Building Fund is established
for the deposit of funds apportioned for site
purchase and bulldéng purposes as provided by
Education Code sections 16000—16414. The dis-
trict may be required to transfer any available
monites from all other funds as the district contn-
bution to a particular project Federal subventions
for capital outlay, 1nclud1ng funds received under
Public Law 81-815, may be deposxted in this fund.
Expenditure classifications authorized 1n this fund
are the same as for the Building Fund

7
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Cafeteria Fund

The Caleteria Fund or Account shall be used
only for the income received and expenditures
made to operate the cafeternias. The income 1s

derived from the following sources (income classifi- )

cations shown in parentheses)

National School Lunch Prog’ram‘(822

_California Child Nutrition Act of 1974 (8630) -

Sale of food (8844)
Interest earned on deposits (8860)
Incoming transfers (8990)

Y

Objects of expenditure shall be those that are
necessary to record the expenditures for the food

servige operation.
Child Develdpment Fund "\-

The Child Development Fund shall be estab-
hshed ¥n each school district that maintains child
development programs as’authorized by Education
Code sections 8200 -8383 Income may be denived

from the following sources (income classifications
-
shown in parentheses)

Economic Opportu';uty Act (8150)
~ National School Lunch Program (8220)

Children’s centers (8530)

Child Nutrition Program (8637) .

Apportionment fosscharldacilities (8648)

Apportionment for children’s centers ¢8650)

Tax refiet subventions (86:70)

District taxes (X810}

Interest (8%60)

Intertund transters (8930)

)

Expenditures shall be those that are necessary to
record the charges tor the Child Develdpment
program made to expenditure account classifica-
tions 1000 6000. except  dassification 1700,
Superintendents’ Salaries (harges 1in the 7000
series are himated to classtticatipn 7390, Other
Authorized Interfund Transfers. and 7410, Trans-
fers from Funds of Lapsed or Reorganized [)s-
tricts

Development Centers for the Handicapped Fund

The Development Centers for the tandicapped
Fund shall be established in each district that

maintamns one or more of the development centers

ay defined in Education Code sections 56800

§2-

-

56831. Object classifications for fncgme and ex--
penditures age very similar to thase used for the
Child Development Fund. o

Deferred Maintenance Fund ‘ ] -

The Deferred Maintenance Fund 1s for the’
purpose of major repair or replacement of plumb-
ing, heating. air conditiomng. electrical. roofing,
floor systems, and exterior and interior painting of
school buildings or such other items of mainte-
ndnce as may be approved by the State Allocation
Board (Education Code Sections 39618-39619 §)

-
»

Other Special Funds

Any other special fund may be maintaned 1if 1t
1s authorized by law and maintained exactly as

‘provided by law Examples of such’special funds

are (1) Retrement TFax Fund .(Education Code
sections 24800 and following). (2) Property Use
Trust Fund (Education Code Section 4141). #hd
(3) Deductible Insurgnce Fund (Education Code
Section 39602) The pattern for maintaining the
funds shall be the same, as appropriate. as for the
other special funds described 1n this section.

Accounting for Stores~ .

Payments for the purchase of “stores” (see
Part V of this manual), defined as goods on hand in
cgntral storerooms subject to requisition, are simi-
lar to expendxtul‘es but are not classified as such..
These payments constitute the increase of an asset

. account. Stores. equal to the reductioh 11 another

asset account, Cash in County Treasury. .

The 1ssuance of stores must be accounted in the
records of the school district as a reduction of the
asset account, Stores, and as a charge to the
appropnate expenditure gbject and program for '
which the stores were 1ssued. Such accounting
should be continudus in the Lggorts of the schopl
district. and, to thé extenf that the coundy
superintendent of schools maintains corresponding
records, summaries of the issuance of stores shall
be reported to the county supenintendent by the
schopl district periodically, preferably not less *
frequently than monthly. In anwgvent, the balance
in the Stores account at the end ol cadh fiscal year
shouldg represent the value of the stores in the

warehaduse of the school district.
—_—
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- Abaternents of Expenditures

Abatement of expenditure is the cancellation of

a past or the whole of a charge previously made,

. wsually owing to refunds, rebates, resale of mate-

rials originally pirchased by 'the.SChool district, or
collections for loss or damage to school property.

. Abatement of expenditure apph'es to both current

expense and capital outlay expenditures from all

. funds. Twition_seceipts, fees, and rentals shall not

be treated as abatements of expenditure This
definition must .be observed in making all decisions
s to whether a retejpt is to be reported as income
or as an abatement of?ex‘pendrture

The basxc distinction that must be borne in mind
is that an Bbatement of expenditure must always
Jeprdent a receipt that cancels ?part or the whole '
of a determinable item of previous expenditule. If
a receipt cannot be substantiated as a cancellation
of a specific expenditure, 1t must be r8ported as
income. -0 :

~The term receipt, as used here is to be consid- -

ered as referring to the eipt of cash, except in

those school distriets in whuch the accounting is & =

an accrual basis. Districts.operating on an accrugl
basis enter an abatement of expendrture prior 4o
“the rec ipt of cash, that is, as an, account recerv-

- able.” Aljustments between expenditure accountS\

_ 0 correct errors in the distribution of charges

" shall ngt be considered as abatements of expendi-
fure ’\? . . ‘

A

. Accounting Initruction$ for Abatements .

. Rectjpts that represent cancellatrons of expen- '
dityres must ba accounted as abatements bf expen-

ditures. previously iacurred by crediting such
receipts to ‘the respectrve e.xeendrture accounts,
thereby eliminating any credit toincomie accounts.

Reeeipts repre‘Sentmf ‘abatements of expen-
ditures must be accounted by abating the appro-
pl;late expendrture accounts during the fiscal year
in avhich the ‘receipts and the expenditures occur.
In no case may rectjpts of a cufrent fiscal year ‘be
accounted- as dbatements of expendrtures of a prior
fiscal year, ;r‘r'l?ﬁuch receipts were accrued- by
the establishmefit of, 3 §ccount receivable in the
prior fisggl year. If an abatement does ngt occur
the same f'”ar as the expenditufe or gre.cexvable

has ot been set up, the receipt should be shown ag,

>

-features of.
" gross expenditure,

“

. . Q ’ -

a receivable when’it occurs and will, therefore, be

an adjustment. to the beginning balance. It should.
not go into either income of expense. .

‘Abatements of expenditures must be accounted
as such at the time that tME receipts occur
throughqut the fiscal year by.immediately credit-
fng the receipts to the appropriate expenSiture -
accounfs instead of crediting them to any income
account. -

Except as the accounting' is maintained on a
currerf® basis in the records of the county superin-
tendefit of schools and the school district, and
except for city s¢hool districts_that supply month-
ly or arfnual reports of income and ex itures ta
the county superintendent of schools on the basis
of net data, districts must report to the county,
supetintendent at the end of the fiscal year on all
abatements of expendrtures L

All appropriations, appertionments, subsidies, or
grants-inaid from any governmental unit must be

accounted ‘as income receipts, not as abatements of .

expenditure ..
Use of Contra Accounts ™~ !

Whenever abatements of any particular type are

‘numerouﬂ and especrally if-considerable amounts
. are mvolved it-is recommended that the credits be

made to'a contga account instead of directly to the
expendrtuteﬁlt. The ¢ontra accpunt should
be 1den§‘ﬁe batement‘i of ") (insert-
ing the name of the expdfilliture account to which
it relates). It should $e fnaintained adjacent fo the

corresponding expenditure account in the expendi-
ture «(Br appropriation) . subsidiary ledger. The

- contra account will receive only credit entries for

abatements. this procedufe, the undesirable
ixed”’ acéount are avoided, and
tements, and net expendi-

ture can be determin ily at any time.

.

Relationship of Abatements of Expendrture i

to Appropriation Costrol

Regard'léss of Whether abatements of expendr-
ture are treated as direct credits to expendrture
accounts or as indirect reductions of expenditure
by the use of contra accounts as described under
the preceding heading, the control of expenditures
must be in terms of net expenditures. stricts that
anticipate abatement§ of expenditure items should
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S

prepare their budgets on the basis of net expendi-
tures and attach supporting schedules indicating

the anticipated gross fexpendntures and the antici- -

pated reduction by reason of #bfements of such
¢ expenditures. e
' Principal Types of Abatements of Expeydim
The followémg receipts must be accounted is

abatemqnts of expenditure if receipf and expendi-
ture, occur in thesame fiscal year: ‘

1. Receipts from saleg of supplies and new
N materials at cost to students for per-
sonal ownership (e.g., art and shop mate-
rials); (b) te students. by means of vending
machines dispensing amcles supplied by
- districts; or (c) to -other gow?emmpntal

units, mcludmg school districts

NOTE Somc of th&se saies may b ted to stores
accounts insiead of bemng abated tJd expenditure ac-
counts, depending on the focal accounting methods
emplbyed

. Refunds of overpayments (a) from teach-
ers and other employgs){;‘!or (b) from
vendors and other payees

. Refyrgs? for return of containers,
drums$~ wire spools, and the like

-

oil

4. JR.eimbursement of cpst of repairs ofre-
placement of damaged or lost property (a)
from pupils, parents,.or guardians for loss
of books or darhage to school property, or
(b) from contractors or any other individ-
usfs for davmage to’)r loss of school

ropert
property P

A

A

~

. Refunds from a transportation company
foggaunused portions- of carfare books,
tickets, &nd the like -

- Refunds of gasoline tax for nonhighway
Cuse ® -

s
. Cancelled warrants (not outlawed warrants)

8. Receipts from sale, in lieu of tvade-i?l, ‘of
used equipment being rgplaced, such as
automobiles, typeg{nters and they.ke

Refundsof insurance premlums

. Receipts from settlements of insurance
claims on account of building, supply, and_
equipment losses (a) of any amdunt re
ceived for loss of a building requirin
replacement or reconstruction withth the
current fiscal year; Ar (b) any amount
"received on account §f a loss of supplies or*
equipment. -
NOTE The total amount recorded as an abatement of
expenditures made for repair or replacement of suppl:es’
or equipment “lossts“thall not exceed the amount ex-
pended for lhiburpose dunng thme fiscal year

11. Begeipts from the sale eifr of a portion
" of a new,site or of buildings or improve-,
.- ments thereon ) ’
12)( Receipts from “subleasing an ‘unused-por-
tion of *premises that the districtyhad to
rent as a_ “whole- to obtain the pqrtxon

desired for school purposes . .

NOTE Any amounts recenv?d tn excess of the relau:d‘

expense shall be recorded/ as miscellanequs Jevenuc
\ (tncome), and nor as abatements

W




S 'y _ ./\ . . d
. . . L ] . . . .
ot - L4 ° N , : 1
. o - - e Exhibit I11-A
. Zﬂ. \’, -~ . t .. . A )
\ v ¥ i T X ;
v . - ! .
. ANALYSIS OF SALARI&S s . >
- » . ) *
Salary objett classificanon . Positioh utle Salary object classification Position title .
L] hd ' " : 3
. ' A . Y b
- ' . Certificated Salaries ' Classified Salaries
; - R
1100 Teacher‘s‘ » t Teacher, Assistant*® 2100 Instructional fhstrucuyonal Aide
y * | Teacher, Regular ’ ! Aides .
1 I - 0
o - ! - i::z::i‘ g:)::;;:gheraplst 2200 County ~ Accoun}ant, Chiet '
* ! ) ’ s Teacher‘ Substitute . and District Bus‘mess Manager
4 . Administra- Controller \
* : —_ Teacher, Tutor ’ i tive Personnel Director Toe ‘
1200 School Admin Dean L Governing Boarli Member
|§!ra!ms | Dean, Assistant . . Personnet Comtmission Member
“; Principal . Purchagng Agent -
. . Principal, Vice | Superintendent
| Pristipal, Assistant ' . | Superintendent, Assistant -
N ' Registrar * ¥ | Supervisor "
4 i 4
¢ 1300 Supervisors ' Consultant B 2300 . Clerical and- " Accountant
Coordinator : Other Office Bookkeeper
- Diregtor nnel Clerk
Spec:alist Computer Operator
Supervisor, General B : Machine Operator P
* Supervisor, Specia! § . Secretary .
- Supervisor, Assistant Switchboard Operator
1400 Librar:ans . ’ ~Lrbranar\ 2400 Maintenance * . Custodian .
' L:brarian Assistant , and ", } Custodian’s Heiper -
1500 _ Guidance, ' Counseior, Pupii'Parent” Operation + Delvery Man '
, “Welfare, and Psychologist o " Personnel . Elevator Operator - .
Attendarice ' Psychometrist .. . Fireman . :
Personnel . Socral Worker . > Gardener )
L - = - . - . T~ - T 5 T . - — e e muer .. Maintenance Employee
1600~ Physical and . Audiologist A . 777 Matron
. Mental, Health Audiometrist . . Other Housekeeping Pasition - »
Personnel © Chiropodist " i Truck Driver
. - « Denust ) © Utiity Worker, General
| zen(al Hyagienist 3 ; Warehquseman . -
urse o - . . .
‘  Ocutst ’ e . 1 Watchrfn
. Optometrist . 2500 Food Service + Cook
- o i Otolog:st B Perlonnel + Director (Single site) |
# Physician o . | Helper v
Pswghiatsist . i © Manager
- . - 1 Nutritionist
1700 Superintendents (Dsstrict and county * ' Supervisor o
. a(Anmstrdtlon) f — :
‘o \/ . ( . Superintendent 2600 Transportation !BUS Driver
. . * Superintgndent, Assistant :‘ P ‘Persogae! | F'e',d Loordinator
! " Superintendent, Associate J‘ . E ’ ‘ Gasoline Pump Attendant
. R Superintendent, Deputy i ‘ | Mechanic .
) 'C . f éd’ :; Admyristrative A !‘t i &Other
+ 1800 Oth ertificat . ynistrative Assistan I - ) i
’ Dlstarct and County j Director * . j‘ 2900 Set:'lseorn(rilealssmed | l’B;;|al'(:;.|ngAII(r;:pemor4 E Y
Administratprs P 3 Drgector, Assistatt |3 . i Library Arde
* L] T 7 —4 ;
1900  Other " Giwic Center Employee* ) \ N Noon Playground Supervisor
! R Certificated i :Consultaht' . ' . 'Recreatlon Worker ,
" Parsonnel Program Specialist - } . | Student
. Recreation Wagker * I ) —
- . .. i Resource Teacher i o
o . . - .. . ' )
CPOSITIGN 1ol v ded ot S t et net Ry . - R ‘ ‘ A .v - .
. - L] -
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Part IV

Supplies cmd Copltol 0ut|ox, Includlng Equupment
Sites @nd lmprovement of Sites, Bunldmg
Fixtures, and Service System;

Some of the most perplexing problems irj school
accounting are those of distihguishing between
supplies and equipment; between equipment and
improvement of grounds, and between equipment/
building fixtures and service systems. Nevertheless.
in accounting for School expénditures, districts
must correctly uientlfy each expendlture if the
necessary uniformity of accounting is to be main-
tained. . - . )

Whether an item should Ybe considered as equip-
ment or as supplies can be determined on the basis
of the lengtlt-of time the item is serviceable and on
its contribution to the value of the plant. For
exapnple, supplies are ‘constantly being consumed
ang replaced without increasing the value of the
physical properties of the school district. Equip-
megt has relatively permanent ‘value,

’

and its,

purchase¥increases the value of the physical proper-

‘ties of the school district.

Expenditures for equipment, improvement of
sites, building fixtures, and service systems are

“usually charged as capital outlay, those for sup-

plies, as cvurrent expense. The priginal purchase of
equipment or of additional equipment either as.a
direct purchase or lease purchase must be recorded
1n object classification 6400, Equipment. Expendi-
tures for piece-by-piece replacement of equipment
either ds a direct purchase or lease pyrchase must
be charged to object classification 4800, E}uip-
ment Replacement.

In accounNing for expenditares, all school dis-
tricts must use the syme plan for making the
required decisions. This plan must contain clearly
stated criteria regarding the distinguishing feamres

“of the-items to be accounted for; that is, criteria

0

that can be used in deter}nining correctly the

disposition of the charges to accounts.

t

[

Criteria for Distinguishing Betwegn \
Supplies and Equipment»

Supplies are items of an expendable nature that

"are consumed or worn out, deteriorate in use, or

are easily broken, damaged, or lost.,

- -Examples paper, pencils, cleaning matertals,s
nails, scissors, test tubes, thumb-
.. tacks, and keys - .

Items that have arelatively short service life {less
than two years) and. therefore, must be replaced
frequently are charged a$ supplies.

Exumples brooms, chamois,
' stamps
Repair parts for buildings, cguipment. and
grounds, regardless of cost. 1f purchased for use by
the district. must be charged as supplies.

and rubber

Examples plumbing fixtutes. compressors, if
part of a larger unit, bus transmis-
) sions.” engine® timer devices for
- : sprmk’lmg systems ’

. - .
Some articles clearly do not belong to either of
the two precedmg groups.- They have the character-
istics of equipment but they have a low unit cost
- are frequently lost, broken, or ayormn out and
laced in normal use. To obtain uniformity, the ,

.clasyifier shomld assign items to the varjous clasmﬁ-

catibns on the basis of the answers he must give to

questions in the.following list. If the answer to

y -one of these fixe questions is yes, the item

should be classified as a supply item, and the
expense Should”be recorded under object classifica-
tion 4000.except for classification 4800, Equip-
ment Replacemény. 1f all answers are no, the.it
should be; classified under object classific#ion '

—Equipment.

.
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1. Does the item lose its original shape and
appearance with :s;di ’

“ 2.1s it consumableswith a normal service life of

less than two years?

3. Is it easily broken, damaged, or lost in normal
use? .

4. Is if usually more feasible to replace it with an

¢ entirely new unit than to repair it?

S. Is it an inexpensive item, having the character-
istics of equipment” Does the“small untit cost
make 1t inadvisable to capitalize the item”

Criteria for Identification
of Capital Outlay

Cupital Outlay expenditures are those that result

capital assets. They are expendltures for sikes.
umprovement of sites. buﬂdmgs,‘merovement of
buildings. building fixtures. service systems. and
purchase of imitial or additional equipment.

-

Equipment
Equipment mcludes movable personal property
of a relatively permanent nature and/or of signifi-
cant value.
Examples Furniture, machlges musncal n-
struments, and vehicles
NOTE Nonconsumable article¥ genef@lly Classified
as supplies should be clasgl_ﬁ\egas equipment if they
are puuhased to start or expand matenally the
equippirig of a school, thas¢room. hbrary or-other
faciity  If equipment 1s constfucted- by district
employees. the cost of the matenals and labor as well
as indirect costs should be recorded as the total cost
of the item produced (See Note following classifica-
tion 6490 Part 111 )

ification 6400 .

/ .
New Sntes and Improvement of Sites
W, Sztes;rd Improvement of "Sites includes
mon ) iand provement of new and old
. sxtes ahd adjacent whys, and acquisition of physical
.pro%ny of a permajent nature attached to land.

" demolitio

in the acquisition of cap1ta1 assets or additions to

Equnpment must be recorded under ob)ect class-

—

,
‘\.
\

-

Examples

~

>

rfacing, retaining wﬂ‘ls,\ side-
walks, storm drain systems, land-
scaping, driveways, parking Ibts,
fixed playground apparatus, and
flagpoles

New sites and improvement of SlteS must be
s regorded under object classificatjon 6100.

nd, curbs; gradmg, playground

Buildings

Buildings includes the construction or purchasg
cost of new <buildings and, additions, including
advertising costs, architectural and ‘engineering
fees, blue ts, inspection, tests and examm?tlons

mhe razing of existing obsolete or old
buﬂdmg?\to clear sites for new buildings, buﬂdmg

fixtures anW service systems, and any other expen-
ditures diredly: related to the construction or,

acquisition of buildings.
Buildings must be recorded under object classifi-
cation 6200.

Imygrovement of Buildings i -
Improveme\t -of Buildings includes alterations,
modeling, renovations, and replacement of build-

ing® in whole or in part. Improvememts include the

replacement of an existing buﬂdmg unit or con-
struction of an unpmved or superior unit, usual.ly
resulting in a more efficient or longer-lastmg
property. Significant 1mZ{ovement shouid be con-

sidered as capital outlay ex pendntures ! .

improvement of buildings must be recorded

under ob_;ect ¢lassification 6200.

-

Building Fixtures

Buwilding Fixtures include attachments to build-
ings that are nog subject to transfer or removal,
presumably function as an_integral part of the
building, and have a fairly long and useful life.
Such fixtures are generally accepted as real pro-
perty and lose functional identity as separate units.

Building fixtures must be recorded under object
classification 6200. :

Service Systems 4 €
Service Systems include any parts of a building
that are intended to serve a smgle function
throughout the building: are-usually included as a
part of the original constructfon or subsequently
added in whole or in part, are built as an integral
part of a buildin
and useful life: Suck systems are generally accepted
as real property and lose identity as separate uhits.
Examples intercommunication systems_ or
‘air-conditioning systems

Criteria for ldentlﬁcatnon of Building  *
Fixtures and Scnnce Systems

The following criteria provide a uniform basis
for the identification of building fixtures and

*

§7- ' Ce

and are expected to have a long

P
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" building, or service syste

,Accounting forms S
- Accounging machines E

X

service Yystems. To be classified as either a building
fixture or a service system, an item must conform
to five criteria: -
1. The item is attached permanently to the
building.
2. The item functions as part of the building.
3. Removal of the item results in apprecwb]e
damage to the‘bux]dmg or impairs the de-
signed use of the"facmty

4. The item is general]y accepted as ¥ prep- -

. erty (not personal property). -
5. The item loses identity as a separate unit.
Service systems must be recorded under object
classification 6200.

Purchase. Rental. Lease. or Lease with Option to Purchase _

i ]

Fixed assefs can be acquired by purchase, rental,

lease, or lease with option to purchase. These
acqu1s1t’ons are gccounted for as tb‘é

Purchase of”a fixed asset 1s charged as any other
purchase fgr which title passes upon regeipt of ¢
payment.

' ¢« List of Supplies, Equipment, Improvement of Sites, '_\s -
, Building Fixtures, and Service Systems ..

The letters-after the 1tems in the following list
of items classified as supplies. equipment, improve-
ment* of sites, bullding fixtures, or service systems
are to be interpreted as haying the followmg

mearfings

" E = Equipment
S = Supplies )
I = Improvement of Site’ '
BF = Building Fixtures ,
SS = Service Systems

The following list 1s only a guideline, and
tndividual 1items must’ be given consideration.
depending on the district’s answers to the five
questions relatyve to cost. life. and repairability.

Many of the items listed as equipment would
hge to be considered as matenals for the improve-
ment of sites if, they were attached @ the land.
building fixtures 1f kh werepattached 'to the

i<ns if they were integral
parts of such systems

Abrasives{/%i;?_ .
Absorbent ¢otton -S

Account books -S

Acetylene-S
Achievement tests
Acids--S

S UL T 8§

Rental of a fixed asset does not increasé the

* assets of the district-and therefore is not charged to

a capital expenditure account. Rentals are chargg:d
to 5600—-Contracts, Rents, and Leases. Exception
If equipment is rented for a ‘Specific capital outlay
project (e.g., a tractot a“ajor landscaping
praject), the amount paid should be added to that
project as a capital expendnture

Lease of a fixed asset is usually for a- period of.
one year or more. Tltle does not pass to- thet

district, and charges are to 5600 Contra‘ts Rem’s , .
and Leases.

‘Lease” with option to purchase a fixed asset‘"ﬁ
charged to the appropfate subclassification under &
object classificatron 6000--Sites, Buildings, Books '~
and Media, and New Equipment: or 4800- Equtp-

ment Replacement. " -
AlJ payments including interest, 1f any. related to a legsd wn'h', '

option to purchase shal] not be included for state reinvburse: .;er\l
purposes. unless such’ expcndnures are for the replacement of

equipment,
. ‘ \ {

.
»
N .
. -

If an item cannot e found im the fist, another %
item of similar nature can be found an@hﬂsame .
class .used for both items.? In some instances tha
1teﬁﬁnust be identified by associating it with one -« 'J
of the general cqusses of itfs in¢luded in the hst.: -~
For example, the~item can be identified by '
assbciating it with one of the follawing classes of
supplies. chemicals, ¢loth, clothxng, compounds,,
dishes, drugs, food, games, glassware, machines
(small hand), medicines, paint, parts (repalr) sta- -
tionery, tableware, {ools (hanth not 1n sets), and-
utensils_ or by associating 1t ‘with one of the .
foowing classes of equipment. apparatus,.appli-
ances (household), cabinats, Fumit{zré implements

_(farm), livestock, machin (large) tool sets
(hand), and tools (power). oot
—L— *

2An additional source H ke 1§, /Rmsed/ Fmtmcml
Accounting Classificatiarn StgArd Termbology for Local and
State School Systems. Washington, D C Offiee 0k Education, U S

Dcpanmem of Health Educanon and Welfare, 1.
[ ]

Adding réachines{E"

-S ' Addressing machini¢ platgs-S
Addressing nrichime ribbons+S
Adding machine nbbozp&'“ AddresSmg machine stenci ,
Addmg mac}une}tf’rﬁi‘ / Mdmssmg machines=-E <.
oA g '
" TN ' : * B '
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.. Arrows-S

. Adhesive tape— S

. g Adzes™S

Aig, compressed -S

\ Aucompressors E

Au’-gondltxonmg systems— -SS
An'-condmomng units,
casement—-E
Air gauges, tire—S
Air hoists—-E
ADur?s—S /
Alcohgl-S /
Alidades, telescopic—E
Alignment gauges, gambe{,
toe-im—E
Ammeters—E
‘Ammonia—-8
Agpules-S
Anatomical charts-S
. Anafqgnical models—-E . .
Ahdirons—E - o
Anemoimeters—E
Angsthetics-S -
Aniling dyes--S
Animal | boxes-S
Annunciators -Eo* Q
" antifreeze—S
A'tlseptxcgauze S
tlsepthS
titoxtng=-S’
ils—E

,scnent;ﬁc
elé’ctronic photogﬁphlc,
arc-weldmg 4E
Apphances household—E
Apphcators throat—S
Aprons~6 . .
Aquariums E
Arc- weldm‘g apparatuhE
Zch supports—$

chery SCtS“{ /\
Archxtectxscaies l-mch

. A measure—S~

Armature growlers—E

Art canvases—S

" - Aftcrayons-S -

- Arterasers-S
Art paints--§ .

.

=\
Q J

Art paper—S
Asbestos—S
Ash cans—S-.
Asphalt--S
Asphalt rooﬁng and siding-S
tringents—-S

Astrographs, wall-E
Athletic uniforms—S
Atlases—S R
Atomzers—S
Audiometers—E

“ Auger bits—S
Augers—S .
Autegclases—E
Automatic regulating valves—S’

+*v  Aufomobile accessories—S

Automobile controls far handi-
capped persons‘S
Automobile defrostne?—s
Automoby€fue] tanks-S .-
\4iitomobile heaters S
Automobile fts—E
Automobile sijpals—$
Automobile tires and tubes -S
Automobiles—E
-Awards--S
Awls-S
Awnings, fixed —BF
Awnings, removable—E
Axes—S
Babbijt metal-S
Backboards, indoor, fixed--BF
‘Backboards, outdoor, fixed I
Backboards, portible—E
Backstops, fixed—I
Backstopss-portable ~E
Badges—S . -
Badminton rackets—$ _
Bags—S .
. Baking par&-S |
Béking powder—S
Baking soda—-
Balances, beanr—E
Balances, drhall spring—S
‘Baling presses, compression
moulding-E
Ball bearings~S- .

-

;" Ball peen hammers--S

Balloons—S .
S

Ballot boxes—S"

. Balls—S ,
Band instrupents—E
¢ » Band saw blades—S

Band saws—E

Band uniforms—E

B‘andage_s—S )
Bands, rabber—=S

ginners -S.

rber shop tools, electncal E,
Barber shop tools, hiand—S 3\
Barber-type furniture—E

‘Barographs—E

Barometers-E .
Barrels—S . . 2
Bars, honZOntal portable -E .

- Baseballs—S

Bases, baseball S
Bases, electric lamp—S
Bases, flagpole -1
Basins, portableS
Basketball shoes—S

- Basketballs—S

Baskets, gontamer—S
Bath curtains-S -

Bath mats-S
Bath robes—S

2

- Bathtub fittings—S

Batons—S

Bats—S

Batteries, electric—S"
Battery charges—E .

_ Battery elements—S

Batting, cetton-S
Beads, arts and crafts—S
Beakers—S

Beam, compass—-E

Bean bags—S

Beariggs, ball-S

" Bearings, roller—S.

Beaters, egg,'elect'ric~E
Beaters, egg, hand --S
Beduty class furniture—E
Bedding—S

Bedpans=-S

Beds-E

Bedspreads --S
Bedsprings—S
Beeswax~S -

~
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Bellows, hand --S
‘ Bellows, power -E

Bells small hand or desk --S
Belt dressings -S

Belts--S

- ‘Bench stops- S
Benches—E

' Benzent--S
Bevels--S

Bicycletracks, fixed~ I
Bicycle racks, portable --E
Bicycles—-E
Billheads S
Billing machines E
Binders, agricultural -E
Binders. looseleaf--S
Binding cloth 'S
B Binding cord -S
Binoculars- E
\ _Biological charts--S
Biological models: E
Biology specimens S
. Bit braces-S
Bit tools S | .
* Bits-§- -—- oF
.. Blackboard pointers S
Blackboards. portable E
Blackboards. small slate S
Bladders S
Blades. saw -S
Blankets S
Blanks, printed S

’

< Bleachers. mdo_or, fixed BF

Bleachers, outdoor. fixed -
Bleachers, portable E

Bleaches S s
Blinds, venetian BF
Blocks, hat S *

Blocks, kindergarten - S
.»  Blocks, surface hardened-S
", Blocks, terminal S
.. Blood analysis apparatus,
’ complete -E
Blood plasma cabinets E
“Blood pressure apparatus E
Blotter holders S
Blotter pids S
Blotters S

" !

.

Blowers—E
Blowpipes—S
Bluepriflt machines—E
Blueprint paper- S
Bluing-S | 7
Boards, bread ~-S
Boards, bulletm fixed—BF
Boards, bulletirn, portable - E
Boards,-carrom-S

Boards, checker--S

Boards, drawing—S

Boards, emery—S

Boards, games—S

Boards. ironing—E

Boards. ironing. built-in -BF
Boards. lumber—$§

Boards, mounting -S’
Boards, sandwich--S

Boards. wash-S

Boats or canoes -E ’

Bobbins-S .
Bodies. bus E

' yBodies. truck—E

Bodkins- S
Boiler cleaners -S

. Boiter compounds..§- -~

Boiler firing tools S

- Bolt cutters--S

. Bolts
Bond gaper- S
Bogk'Cards S .

Book jackets - S

. Book pockats - S

Book records, -S
Bqok stacks 3E

Book trucks -E
Bookbinding machinery E
Bookcases, portable E
Babkcases. sectional E
Bookcloth S

Bookcovers- S

Bookends S

Bookkeeping forms S,
Bookkeeping machines’ E
Bookplates -S

Books S -
Books,cash S °_
Books, composition‘ S -

Books, hbrary E

"~ Books; record--S

. Briefcases S

A
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Books, looseleaf note—S

Books, text--S .
» Boots—S - *
"~ “Boring machines, precnSlon table
or vertical types—E
Bottle syphons—S
Bottles—S .
Bowling alley pins—S  * :
Bowls—-S

~

. Bowls, water closet—S .

Bows. archery —S
Box files, cardboard--S
Boxes -S
Boxes. electrical -S
Boxing gloves--S .
Boxing rings. complete —E
Boyle’s law apparatus.
complete unit—E
Brake lining”-S
Brake’lmmg machines--E
Brakes and folders, hand or e .
power—E
Brakes, complete replacement units-S
Brass polishes-—-§
Brass rods -S

" Brads sheets -S

Bread knives—S . '
Bread pans-S
Bredd slicers. mechanical -E

* Bread toasters, electric -E
. Breadboards-S

Breakers. otrcuit S
Bricks- S

Bridges. wheatstone and
- similar--E

Bridles .$

Broilers. electricsE
Bronze. casting - S
Bronzing liquid -S

Brow(s» E . .
Bro®Ms, hand -S° &

- Brooms, powerdrwen- E '

‘Brushes S
Buckets -S

Bucksaws S .
Buffers, electnc E
Bugsprays S ° -

Iv-§




BuIbs electnc light-S .‘

Bulbs, flowet--S

Bulletin boards, fixed—BF

Bulletin boards, portable E
- Bunting-S, )
Burettes~S .
*Burlap-S

Buimers, Bunsen—S

Bus accessories—S - .
Bus chassis—E T
Bus repair parts\-S :
Bus tickets~S .

Bus tires and tubes - S

Bus tokens-S
Bus.wagons—E

Buses—E -

Bushings—S

Butter spreaders--S
Buttons -S

Buttons, push- S
Buzzers—S

Cabinets, apparatus—E
Cabinets, be»erag?coolmg

ice or elecfric—E
~Cabwnets, fing- k.
Cabinets, fixed -BF
Cabmets frozen«food storage E
" Cabiets. ice cream, ice or
electne--E

Cabinets, laboratory- E
Cabinets, lantern slige -E°
Cabinets, portable P :
; Cabinets, print, drafting E

Cabinets, printers, galley -E

Cabinéts, printers, ¢'pe E

Cabinets, supply - E

table-S )

Cages- E

Cake-knives S ~, - o<

Cake pans-S- '

Cake soaps—S
-Calcimine -8

Calculating-machiries E

Calendar. padssS

Calendar stands S

Calendars-S ' . ’ « -
. Calico-'S .o

CﬂhpCrS*S - : . '
CalM beljs-S - - -

-
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Calorimeters, continuous
flow—E

~Calorimetersg e
Cameras—-E .
Cameras, motion picture—E
Cargiwas, still-E
C ras, TV-E
Can covers

Can openers--5§ -
Candles-S
Candlesticks—S
Canes—S
Canners-E

"Canoes—E

Cans, ash-S

Cans, garbage -S -
Cans, rubbish—-S
Canvas—S .
Cappers E

Caps, metal -S

Carbide -S

Carbon dioxide -S

Carbon paper-S

/Carbon nbbons -S
‘Carborundum stones—S
Carburetors—S

Card holders-S

.Card punching and sorting
- device-E

Card racks E

Card tables—E
Cardboard S

.Cardboard boxes--3
Cards—S,

Carpente(s squares—S

ectric-E

" Carpet beafers 5.

Carpets E

* Carrom boardg—S

Carrom cyes-S -
"Carrom rmgs—S

Carts *E
Carving knives—S
_Lases, brief -S -

Casas, cardboard =S
Cases, display —E -
Cases, file -E

' -Cases'laboratory -E

.Cases, musxcal mstrumepts
la'rge E N’ N

v 7
i .

Cases, musical instruments,
small-S ‘

Cases, supply -E
Cases, type+E
Cash ﬁi‘:—s
Cash registers—E
Casters—S

+ Casting bronze-S |
Catalog cards—S o
Catches—S
Cattle-E

 Caulking compounds—S

Caulking irong, all sizes—S
Caustics—
Cellophane—S
Cells, photoelectric—S
Celluloid -S
Cement, cgnstruction—S
Cement, hgud-S
Centening machines—E
Centnfuges—E
Certificates—S .
Chafing dishes—S

» Chain hoists—E

Chains-S
Chains, tire S
Chair pads—-S
Chairs—E

‘Chairs, felding—E
Chalkboards, fixed—BF
Clialkboards. portable-E -
Chalks—S '
Chamois—S

Change holders -S
{harcoal-S .

Charge slips-S
Chargers, battery-E
Chart stands—E

Charts, large—E

Charts, small-S ‘

« Chassis, bus—€ ~

Chassis, truck—E -

Check handhngmaohmes E
Checkbooks—S

Checker boards-S

’ Che,ckers~S

Checks, brass—S »
Gheckwriters—E -
Cheesecloth—-S

-
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€hemicals--S

" Chemistry glassware—S
Chemistry rubber goods—S
Chimes, large -E

Chimes, small-=§
Chinaware -S

. Chisels, in sets—E

. Chlsels,rrotmsets S

Choppers, food, hand-operated S

Choppers, food, power—E

Circuit breakers—S

Clamps—S

Clay -S

Clay modefing tools -S

Cleaners, Tlue-S . -

Cleaners, steam vapor—-E

‘Cleaners, vacuum-

Cleaning compounds -S

. Clinometers. photoelectric E

Clippers, electric E

Clippers, hand —S

Chps S

C]ock systems: program,
electric -SS

Clocks, desk. -S

Clocks, wall E

Cloth S

Cloth binding S

Cloth cutting machines E

Cloth mrets S

Clothi2s baskets- S

Clothes brushes S,

Clothes dryers E

Clothes hooks -S

Clotheslines S *

Clothespins -S

Clothing -5 :

Clutch rebuilding apparatus Eg

Coat hangers S

Coat hogks S

Cocoa mats, S

Coffee cans S~

Coffee grinders -E .

Coffee percolators. electric E

Coffee pots S .. ’

Coffee’wrns E

Coin, Eurrency, and check
handling machines E

Colanders S -

-

Collapsible tables—E

Colored pencils—S
Colorimeters—E

Coloring dyes -S -
Combines—E

Combs--§

Combustion analyzers—E
Comparators—E

Compasses, blackboard -S
Compasses, drawing—S -
Compasses, magnetic-E
Compasses, magnetic, pocket )
Compounds—S

Cempressed air—S
Compressors, airtE

Computing machines—E
Condermsers, electronic--S

¢ Condensers. ignition

distnbution-S
Condiments—S
Conduit boxes—S
Condyits and fittings--$
Connecting rod aligners—E
Comnecting rot boring

Costumes, theatrical -S

. Cots—E

Cotter pins—$S ' ot
Cotton, absorbent--S
Cotton gauze--S

" Couches—E

Counter freezers—E
Counters, fixed—BF
Counters, revolution and
stroke-—-S ] Y
Countersinks—S
Couplings—S
Coveralls—S
Covers—S

~ Craypns-—S

Crockery -S
Crocks-S
(@fosssection paper—S
Crucibles S

Crude o1l -S ’
Crusheq rock -S

Crystals. watch—S
* Cues. carrom-S

Cultivators—-E

machiges E Culverts. sheet metal S
Connecting rod rebabbiting . Cup hooks-S

jigs E Cupboards - E --
Connectors. wire -S —-rms . .
Construction paper -S Cups. grease S ' ’

Containers -S
Conveyors E
Cookers. pressure -E
Cooking stoves -E
Cooking utensils S
Coolers. water E
Coping saw blades--S
Copper-S °
Coppers. soldering S
Copyholders -S
Cord--S - t
Cords, electric -S
Cores. valve--S
Cork—-S

Carkscrews S Y

Cornices, metal S
Correct\lon fluid, stencil S

Corrosives- S
Corrugated paper S

Costumers E

92 .

Curbs -1

Curling irons S

Curtain rods -S

Curtains. shower and window S
Curtains. stage BF

Curtains. cyclorama  BF
Curtains. window S

Cuticle pushers S

Cutleny -S #

Cutters. glass- S

Cutters, large- E .
Cutters. pastry: S '
Cutters. plane S

+ Cutters,small S - ) A

C)‘i\nder boring gaachines E .
Cylinder oils -S

Cylinders, dictating machine S
Cylinders., gas -E .
Cylinders, hydrometergar—S

‘4 Cylinders. mailhing S




Dampers—S
Date stamps—S
Daters—S ‘
Dating machines—-E
* Decorations—S
Deep fat fryers -E
Deep freezers—E
- Dental abrasive points--S
Dental benches - kg

" ‘Dental cabinets—E =
tal chairs--E
ntal charts-S

. Deptal driling apparatus -E
. Dental drills—S
' Dental instruments, small S
Deodornizers -5
Desk blotters S
Desk lamps S
Desk letter baskets S
Desk pads S
Desks- E
Dgvelopers, photographic S
- Developing tanks S
Dextrin- S )
Dextrose -S
Diaries S« - -
* Dictating machine cylinders,
discs, and tapes S
Dictating machines E
Dictionanes, abridged S
Dictionares, ldrge
unabridged E
" Dictionary stands E
Dies, in sets —E
Dies,notinsets-S -,
Diesel engines, integral
parts of larger units -S
Diese] engines for use in
classraoms -E
Diploma covers -S
Diploma ribbons §
Diploma seals—S
Diplomas-S

Discs, optical-'E - .

Discs,.phonograph—S
Dish brushes- S |
Dish cloths -8

+  Dish pans -S
Dish trucks—E

’

*-

Dishes—S

Dishwashers, fixed—BF

Dishwashers, portable‘—E

Disinfectants—S
Dispensers, soap—
Display cases—E

S

Display mounts-S

Dissecting sets—S
Distilled water—S

Distilling apparatus -E
Distributor, boxes—S

Distributors—S

Ditto machines—E

Dividers -S
Doilies-S
Dollies—S
Dolls--S
Doormats -S
Doors—S
Dowels -S

Drafting instruments—S
Drafting machines—E

Draglines—S
Drain cleaners-$
Drain pans—S
Drain plugs—S
Drain plungers-S
Drain tile—S

Draingfipe flushers—S

Drapery -BF
Drapery cloth—S§

Drawing boards - S
Drawing'compasses- S
%awing instruments -S

Drawing paper- S
Drawing pens—S
Drawing tables—E

Pressers, emery wheel -S

Dressings,.belt—-S
Drier, fitk—S
Drier, paint -S
Drier, varmish—S,
Drift meters—E

Drill bits~S
Drill points—-S

Drill presses, bench. floor,

" or radial -E

Drills, hand-S /

. Drift pins, all sizes --S.

Dirills, power—E

Dr'u’lking'walter coolers, ,
electric or ice—E

Driveways—I

Drugs—S

Drums, bass, kettle, snare—E

Drums, fiber—S

Drums, metal-S

D:ur9 other than musical-S ’

Dry Cells—S

Dtj measures—S

Dryers—-E

Dryers, clothes—E

Dryers, hair—E .

Drygoods—S }

Drying units, infrared-E

Dumbbells -S

Duplicating machine brushes--S

Duphlicating machine ink—S

Duplicating machine paper—S

Duplicating machine parts—S

Duplicating machine rolls-S

Duplicating machines—E

Dustcloths -S. 9

Dusters—S '

Dustpans -S : ’ ‘ ‘.

Dyes—S !

Earthenware-S

Easels, larg§g E

‘Easels,s alt—S

Edge tools, except cutting
dies--S - .
Edgers, lawn—-E

* Educational tests —S

Eggbeaters, electric -E

Eggbeaters, hand-$

Elastic--S

Electric batteries—S

Electric clippers, sheep, ,
horse—-E

Electric ¢ords—S

Electric dishwashers—E

"Electric floor. scrubbers—E

Electric fuses—S

.Electric hot plates—E

Electric irons—E .ot ¢
Electric lamp bases—S
Electric light bulbs—S
Electric mixers—-E




Electric sanding machines—E
Electric switches—S
Electric toasters—E

_ Electric tube testers—E

Electzic vacuum cleaners-E
Electric waxing machines—E -
Electric welding apparatus—E .
Electric wires—S ‘
Electrical boxes—S

Electrical systems—SS
Electrodes—S

Electrolysis apparatus—E
Electromagnets, laboratory —-S
Electronic components S
Electronic deviation meters—E
Electronic frequency meters--E

Electronic poygr supply and
voltage regultors- E

Electronic recording devices, -

~ graphical and visual-E

Electronic tubes—S

Electronic volt-ohmmeters- E

Elements, battery -S

Embossers—-E

Embossing fluid -S

Embossing pans--S

Emery boards S

Emery cloth -S

Emery powder -S

Emery wheel dressers -S -

Emery wheels --S

Enamel -S

Enameled ware S

Encyclopedia, set E

End tables -E = ° -

Engineers scales$, measure -S

Engine flushing machines- E

Engines, for use in classrooms-—-E

Engines, integral parts of
larger units -8

Enlargers- £ ° .

Envelope sealers -E

Envelopes S

Epsom salts--S

Eradicator, ink-S

Erasers, electric E

Erasers, hand - S

Exhibit cases—-E

Exposure meters, ¢amera -E

-

N

Extensometers—E
Extinguishers, fire ~E -
xtractors—E ’
-Extracts—S
Eye charts—S
Eyelets—S #
Fabrics=-S- '
Face and eye shields—-S .
Faces, afchgry—S
Falling weight rammers—E
Fans, electric, portable -E
Fastenérs—S °
Fasteners, apgarel—S
Faucets, combinatiof or single—E
Feldspar—S
Felt -S
Fences—I ’
Fencing foils- S
Ferrules--S
Fertilizers—-S
Fiberrod—S
* Fiber sheets -S .
Fiber tubes-S
Fiberboard -S
Figures, geometncal, models,
in sets—E ‘
File boxes—S
File cards—S
File folders—S
Files, wood and metal working—S
Filing cabinets—E
Filing machines- E
Filings—S:
Fillers, battery —S
Fillers, ink —S
Fillers, paint—S
Fillers, wood -S
Film-S
Films, motion picture—E .
Films, photographic -S
Films, television—S
Film cement—S
Filter paper-S ‘

s

'_ Filters, small -8

Fingers, rubber-S
Filmstrips—S ~ .~
Firearms #E .

Fire axes—S

. Fire extinguisher refills -

.
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Fire extinguishers—E
Fire hooks—S

Fire safety systems—SS
Fire shovels—S b
Fire tongs—S

Fireplace fixtures—E -
Fittings, lubrication-S
First aid kits—S

Flagpole bases -1
Flagpoles—I

Flags, large—E

Flags, small-S
Flashlights—S

Elasks—S . o
Flatirons, electric—E\{\
Flavorings—S )
Flaxseed—S

Flexible cord sets—S
Flexible metal hose—S
Flexible metal tubing—S
Floats, hydrometer--S
Floats, plumbing—8§
Floodlights, pertable —E
Floor covering, wall-to-wall-BF

« Floor oil-§

Floor scrubbers, electric—-E

Floor waxes—58

Flour—S§

Flower bulbs—S

Flowerpots—S -

Flowers—S

Flue cleaners—S

Fluorescent lamps —S ]
Fluorescent gtarters—S . .
Fluoroscopes—

Flushers, drainpipe—S

Flush valves—S

F]UX_“S

Fly, sprays-S

Folders-S-

Folding chairs—E

Folding tables—E

Food S .
Football dummies, tackling—S
Football shogs--S
Footbal] uniforms-S’ /\
Footbails -S’

Forceps—S ~
Forges—E

A
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Forks, silverware-S
Forks, spading—S
Forks, tuning—S
" Formaldehyde—S
' Forms, dress—E
Forms, geometrical, model,
in sets—E ;
Forms, printed—-S
Foundry machinery -E
Frames, blueprint—E
Frames, door—-S
Frames, mirror—S
Frames, ophthaimic—S
Frames, picture-S «
Frames, saw S
Frames, window—S
Freezers—E '
Freezess. ice cream -E
Frequency meters--E
Friction tape-S
Fruits -S
Fuels—-S
Fumigants--S
Fumigators -S
Fyngicides- S ’,
Funnels--S
Furnaces--E -
Furnaces, heat ireatmg—;E
Furmaces. laboratory E
Furnaees, remelting, type
metal -E
Furniture E
; Furniture polish-=S* -
Fuses S
Gages, tire-S
Galvanometers ‘E
- Galvanoscopes E
Games--S
Garbage cans -S$
Garden hose—S |
Garden tools-- S
-Ganmeflts~S
Garnet papef-S
Gas compressors E -
Gas cylinders - E
‘Gas mantels -S
- Gas meters, laboratory type E:
. Gasplates -E ,
Gas stoves E

L J
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Gases-S

Gaskets—S

Gasoline S .

Gasoline dispensing pumps,
electric—E

Gasoline dispensing pumps,
hand operated—S

Gates—I

Gauges, alignment, cambers,
toe-in—E

Gauges, tire—-S

Gauze-S

Gear cutting machines—E

Gears-S

Gelatin—S

Gelatin duplicators—E

Gelatin pads—S

Generators, integral parts
of larger units:-S

Generators. not integral parts
of larger units—E

Geographic globes, large
stand type—E

Y

* Geographic globes, small

desk type-S
Glass~—S
Glass, watch--S
Glass cutters S
Glass wooi--S *
Glasses, drinking —S
Glasses. magnifying—S
Glasses, ophthalmic--S .,
Glassware —S
Glaze ~S
Ghdes—S
Globes, electric light- S
Globes, geographic, large
stand type -E
Globes, geographic. small
desk type -S
Gloves. rubber - S
Glue -S
Glycerin--S
Goalposts--1
Goggles—-S
&ootding - [
Graduated measures S
Graph paper -S
Graphite -S

“ Grass seed—S

7
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Grass shears, hand operated S
Grass shears, power gperated—E -
Grates, stove—S

Gravel-S

Grease—S

Grease guns, air, gun only—-S -
Grease guns, hand—S .
Grinders, coffee—E

Grinders, hand operated —-S
Grinders, power operated—E
Grinding compounds—S
Grinding whéels-S |
Groceries—S'

Growlers, armature —E

Guards, arm-S

Guards, lamp—S

Guards, shin—S

\Gummed cloth-S

‘Gunmmed figures—S

Gummed labels =S

Gummed seals—S

Gummed tape—S

Guns, starting—-E

Gyt shoes—S

Gypsum-S

Gyroscopes—E

Hacksaws—S

Hair clippers, electric—E

Hair clippers, hand S

Hair dryers—E

Hairpins--S

Hall trees—E

Hammers, autobody. pneu-
matic-E

Hammers, ball peen—S

Hammers, electric, hand —-E

Hammers, light forged--S

Hammers, power-E ‘

Hammers, sledge—S*

Hampers—S

Hand bags--S

Hand saws-S

Hand stamps—S

Hand tools, in sets —-E

Hand tools, not 1in sets—S

Hand tools, power driven, .
pneumatic and electric-E_

Hand trucks—E

-
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Handballs—S ; Ice cream freezers—E
Handbooks—S Ignition coils—S
Handles--S Implements, farm—E
Handscrews, wood and iron -S  Incandescent lamps, bulbs—S
Hangers, clothing—-S . Incinerators, fixed —I
Hangers, hardware -S Incinerators, portable— E
Hardware—S - Incubators—-E
Hamesses—E Index cards—S
Harrows—E * Index labels—S
Hat blocks—S Index tabs—S
Hatchets—S . Indian clubs—S *
Headlights—S - Inductance standards - E
Heaters—E . Ink-S .
Heaters, portable-E Ink drier--S
Heating pads-—-S Ink eradicator—S
Heating systems -SS Ink pads-S -
Hectographs -E Inner tubes, auto—-S
.Hemp fibre -S . Insect nets -S
Hinges--$ Insect screening -S
Hoes, garden—S Insecticides-'S
Hoists—E . Insignia—-S -
Hoists, electric or pneumatic~E  Instruments, band and musical E
Holders, blotter- S . Instruments. dental, small-S
+ Holders, change -S L Instruments. drafting—S
Holders, copy -S| Instruments. drawing—S
Holders,edictionary—E Instruments, medical, small-S
Hooks—§ - [nstruments, musical -E
Horizontal bars, portable -E Instruments, recording.
Horns. motor vehicle—S electrical-E
Horses--E . " Instruments. surgical, small S
Horses, gym equlpment -E, N Instruments, surveying—E
Horseshogs -S [nstrugpents, testmg E
Hose, apparel- S ‘ J-Jnsm{)ers -s*
. Hose, flexible metal: S 4 Intelligence tésts, S
Hose, garden -S ‘ Intercommunication systems- SS
- Hose clamps- S Interferometers- E
Hose nozzles -S Interyal timers S_
 Hot plates -E lodine - S
" Hot water bottles- S - lodoform -S .
Hurdles E Iron filings -S -
Hydraylic jacks, garage type E Iron gatize-S
Hydrometer floats-S ) Ironers--E -
Hydrometers - S - © Iron, sheet.-S,
. Hygrometers S . J ' Iron wedges --S
Hypodermic needles--S Co " Iromng boards- S
Hypodermic syringes S~ "* ° [ons, electnc E
Iee-S - Jaokeéts, book-§ °
Ice bags--S . .- Jacks, garage type, hydraulic E
" Ice cream cabinets, ice or ' Jacks, mechanical S P
electric E Jars-S

| S

Jointers—E
Joints, plumbing—S

Juice extractors, electric—-E

Jump(standards— -E
Kerdsene—S -
Kettles—S

Key racks--E

Key rings—S -
Keys—S

. Keyboards, piano. paper—-S

Keyhole saws;S
Kiins--E .
Kitch#n-tables E
Kitchen utensils—S
Kits. first aid—S
Knee pads—-S
Knives—S
Labels -S

‘Laboratory balances, beam -E

Laboratory fittings, plumbing- S
Laboratory furniture--E
Laboratory glassware-S
Laboratory models—E
Laboratory mounts—S
Laboratory tools, small hand -S
Lacing -S

Lacquers -S

Lactose—S

Ladders. large—E 'Y
Ladders. small - §

Ladles -5

Lagscrews -S

Lamp bases—S

Lamp bulbs S

Lamps--E

_ Lamps, desk -S

Lanﬁ)s,,drafting table S

Lamps, electric floor E

Landscaping—1I

Lantern slide cabinets E.
Lantern shdes S

Lant®rns S

Lathes -E.

Latfies, brake drum E - _
LatHes, turret, or automatlc"‘
. screw machunes E N
Lathes, wood tummg‘ E
Laths -S

. Lawn mowers E .,

Lawn roHers E

-




Lawn spriﬁklers, movable—S
Lawn:sprinklers, traveling—E
Lawn sprinkling systems—]

- Lead—S

¥
1

Lead pencils-:S

+  Lead, red—

S

Lead, slug and rule casting
machines, elrod —E

Leather—S .
Leather briefcases—S
Leatherworkin&,tools, hand-S§
Lecterns—E
Ledgers‘—‘S

. Lenses—S

Letter batkets—S
Letter files— j
Letter openédrs—S
" Letter scales—S
Letterheads S

Lettering

pens—S

Letterpresses—E

Levels, pr

Levels, sm

ision machinist’s—S
or carpenter’s—S

Levels, surveying—E

Library books—E

Library furniture- E

Library trucks--E
Lifts, vehicle—-E

Light bulbs—S

Light globes—S

Light syst

ems~SS

Lighting units, blueprinting—E

Lime—-S

Line markers, large push type—E

Line markers, small-S

¢4 Linens-S

. Liners, staff
Liners, type—

= Lining, br

usic—-S

ake-S X

Lining, cloth—S ’

Linoleum
Linotype

-S .
metals S-

Linotypes- E
Linseed oil S
Liquid bronzing *S

Liquid po

lishes—S

Liquid soaps -S
Litmus paper- S

|V—I2
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Livestock—E
Loam-S

Locker, built-in— BF
Lockers, movable—E

Locknuts—S
Locks, small; not built-in—S
Looms—E . )

Looseleaf binders—S
Looseleaf notebooks—S
Lubricants—S

Lubricating oil-S
Lubricatign fittings—S
Lugs, soldering—S
Lumber=S

Machine tools—E
Machinery, canning—E
Machinery, cement-making—E
Machines, adding—E
Machines, addressing—E
Machines, billing—E~J
Machines, bookkeeping—E

_ Machines, brake lining—E

Machines, calculating—E -
Machines, check handling-—-E
Machines, coin handling-E
Machines, coin operated—E
Machines, dating,. power—-E
Machines, datmg, small hand-S

* Machines, dictjsiefe—E
- Machines, distiivashing-E -
Machires, dr#iting—E . :

Machines, drycleahing—E

,Machmes duplicating—-E

Machines, large—E
Mactmes, laundry>E
Machines, mimeograph—E
Machines, mixing—
Machines, numberin% power—-E
Machmes ‘numbering, small
hahd-S . _ )
Machines, polishing—E
Machines, pressing4E
Machines, sanding—E
Machines, scrubbing—E
Machines, sewing—E
Machines, small, hand—S
Machines, stamping, power—E
Machings, stamping, small
hand—-S

»

" Map tracks—S
- Maps, large—E

\ Meters, watt, laboratory type—E

Machines, tabulatiné—E )
Machines, washing—E
Machines, waxing—E
Magazine covers—Se
Magazine racks large stand— E -
Magnets, laboratory —S \
Magnifying glasses—S ’
Mail boxes—S , '
Mallets—S
Manicuring tools—S
- Manila files—S ~
Manila folders~S/ , ’
. J

“Manila rope-S
Markers, line, large push-type—E
“Markers, line, sniall-S
Matches-S
Matrix, type—gl
Mats, door and bath—S
Mats, gymnasium, tumbling,
wrestling—E
Mattocks—S
Mattresses—S
Mauls—S /
Meal-S
Meats--S
. Mechanical drawmg instruments - S
Mechanical pencils—S
Medals—S
Medical instruments, small—S
Medicine balls--S
Medicine cases-E , -
Medicines—-S '
* Megapliones—S
Memo books—S, . -
Mending materials—S
Mesh, steel wire—-S
Metabolism apparatus—E
M®&al polishes-S
Metal working machinery —E .
Metal working tools, small, ‘ /
hand operated-S
Metals, die casting—S
Metals, laboratory—S
Metals, linotype-S
Meter sticks—S
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" Milk cans—S

~
- . »

Microfilm readets and viewers
~gpor office use~E
Micrometers, in sets—E
Micrometers, not in sets—S
Microprojectors—E
Microscopes—E

Milking machines—E

Milliammeters—E

Milling machines, bench or
floor—E*

MillivdltmetersJTE

'Mimeograph machines—E

Mimeograph paper—S
Mineral wool-S
Minerals, laboratory -S
Minute books—-S
Mirror frames-S |
Mirrors, large wall—E
Mirrors, small—S

Mitre boxes—E

Mixers, electric—E
Modeling clay =S
Modeling tools—S
Models, dress—E
Models, shop and laboratory -E
Molding, metal—S
Mop pails—S

Mop trucks-E

Mop wringers -S
Mops—S '
Mortar-S§

Mortisers -E

. Moss—S

Motion picture cameyas—E

Motion picture films—E

Motion picture projectors—E

Motor analyzers—E

Motor generator sets—E

Moter vehicle parts—S

Motor vehicles—E

Motorcycles—E

Motors, integral parts of
larger units—S

Motors, not integral parts of
larger units—E )

Mounting boards-S

Mousetraps—S

Mowers, lawn—E

N

Mucilage—S

. Multimedia sets—S «

Music stands—E
Music, sheet—S
Musical instruments—E

Muslin—S
" Mustard—S

Natl polishes—S >

Wails—S

.

Napkins—S -

Napkins, sanitary —S,

Neatsfoot oil--S

Needles—S

Needles, hypodermic--S

Negative racks S

Negative tanks--§

Nets, cloth—-S

Nets, steel—-E

Newspapers—S

Nibbling machines -E

Nickel polishes—S ~

Noiss akd field strength
meters -

Notebook covers-S

Notebooks -S .

Notebooks, stenographers -S

"Nozzles, hose—S i
Numbering machines, power--E

Numbering machines, small
hand -S

Nuts,/S

Oakum--S

Oars—$

Office composing machines,
Varitypes—E

Office furniture-E

Ohmmeters -E

Oil-S

Oil’ cans—S

Oilcloth--S

Ointments -S

Oleomargarine—S

Openers, letter--S

Ophthalmic frames -S

Optical discs -E

Organs—E

Oscillators—E

Oscillographs—E

Oscilloscope—E

98

" Paint drier-S

Outlets, electrical S
Outline maps--S
Output eters—-E
Ovens—-E
Ovenware dishes--S
Oxygen—S

. Packing-S «

Padding-S
Padlocks—-S
Pads, chair—S

Pads, desk »S
Pads, %
Pads, §famp =S

Pads, typewnter—S
Pads, writing S
Pails—S-

Paint remover—-S

Paint spraying outfits—E

Paintbrushes -S

Paints—S

Palettes—S

Pamphlets—$

Pans, large —E

Pans, small -§

Pantographs-S

Paper--S

Paper clips -S °

Paper cups—S

Paper cutters-E

Paper fasteners—S °

Paper nipkins—S

Paper punches-S

Paper towels-S

Paraffin*-S

Parts, automé:tlve -S

Parts, radio, resistors, tubes,
transformers—S

Parts, repair -S

~ Paste-S

Paste brushes—S (
Pasteboard—S
Pasteboard boxes--S
Pastries S °

Pastry cutters--S
Patching compounds °S
Patterns- S

Paving - 1 N
Peat moss—S ;

-
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" Peelers, electrical-E
Peelers, hand-S
Pen points—S
" Pencil sharpeners—S \
Pencils— S
Pencils, mechamcal—ﬁ
Penetrometers, soil-E
Penholders—S
Penkmves S
Pennants—S
Pens-S~ '
Percolators, coffee, electric—E
4 Perforators, latge—E
Perforators, small—S
Periodicals--S
Permanent waving maclunes E
Pestles—S
\P?‘onogaph needles—S
qnograph record albums—S
Phonograph records--S )
Phonographs—E . -
Photocopying apparatus—E
Photoelectric cells--S
Photoengraving apparatus—E
Photograph mounts—S
Photograpluc lenses S
Photographs—S
Photometers E
Piane parts—S * Ca
Pianos- E .
Picks- S
Picture frames-S
"Pitture w'xrefs
Pictures, small- S °
Pictures, wall, large -E
, Pigments--S- )
Pillows-S
Ping-pong sets--S
Pinking shears -S
Pins --$
Pipe S
Pipe dies, In sets- E
Pipe dies, not 1n sets §
'+ Pipe fittings -S
Pipe, steel -S
Pipettes--S
Piston nngs §
Pistons -S ,
Pitchers S

1 -~ . L 4

L3

“Pitch pipes—S
Pitchforks—S
Plane cutters—S N
Planers, power—E 1
Planes, hand—S -

Planing machines, photo-
engravc;E;E o,

Plaques, permanent—E

Plarimeters—E .

Plaster-S " *

Plaster, adhesive—S |

Plastic wood~S ‘ .

Plate’ glass—-S

Plates—S :

‘Platés, addressing maghineS-
‘Plates. battery—S 6
Plates. bench—E

Plgtes. book—S

Plates, hot—E

Plates. lantermslide—S

Plates, photographic— S -

*

ndleqmpment. fixed—I

Plugs. drain- S
. Plugs. spark—S

Plumbing #hd heating valves- S

Plumbing fixture fittings _
and trim-S
- Plumbs-S -
Plungers, drain- S
Pockets, book—S
Pointers—S
, Points, dnll—-S
" Palarimeters—E
Polanscopes -E-
Poles S
Poles. climbing -S
Poles, vaulting, bamboo-S
Poles, vaulting, metal—E
Polishes -S '
Portfolios, leather—S
Postal meters--E
Posters S
- Posts S

d equipment, movable—

_i’os_ts, fixed—I

Pot cleaners—S .

Potato peelers, large,
machine—E

Pots, large—E

Pots, small-S- + [

Pottery — J

Powdefs—S ~

Power sprayers and dusters E

Preservatives—S

Presses, arbor—E(

L4

Presses, book, bookbinders—E*

Pl;b'ssés, cylinder, flat bed,
printing—

Presses, engraving—E

Presses, letter—E

Presses, lithographic or offset’

printing—-E
Presses, mechanical-E
Presses, power—E
Presses, punch, foot power—E
Pressure cookers- E
‘Printed materials~S
Printing cases—E*
Printing frames—E . ‘
Printing ink—$
Printing materials--S
Printing presses--E

-

" Printing sets, rubber—§
- Pnnting type—S

Prisms -S

" "Projectors—E

4

Protectors, .check—E
Protractors -S . ¢
Pruners hand—-S
Pruners power—E °
Psychrometers—S
Public address systems,
installed =SS
Public address syetems,
portable—E
Pulleys—S
Pumice—S
Pumps, large -E
Pumps, small S
Punches -S .=
Punches, electrical “E
Push buttons—S
Pushcarts E




</

Pitty-S
Pyrometers—E
" Quivers, arrow—S
Rackets, badminton—S
.Rackets, tennis—-S ’
Racks, bicycle, fixed—I
Racks, bicycle, portable—E
»  Racks, large stand—E
Radio receiving sets—E
Radio transmitters—E
* Radio tubes—S
Radios—-E
Raffia-S
Rags—S
Rakes, garden—S
Rakes, window - E
Rams, hydraulic—-E
Ranges, cooking E
Rasps—S
Rattan-S
Reamers—S
Receptacles - S
Record books—S
Record forms-S
Record players—E
Recorders, sound—E
Recording tape and wire -S°
.Records, phonograph -S
Reeds—S _
Reels, hose S
Reels, motion picture film -S
Reference books—FE'
Reflectors, parabolic=S '
Refracting apparatus—E t.
Refrigerators—-k
Registers, cash—E |
Registers, printed-S
Regulating valves-S
Regulators, voltage -S
Relief rzi}ps—S ‘ ’
Repair parts—S ‘
Report forms-S
‘Resistors—-S ¢
Respirators—S ,
* Retorts, glass laboratory—S
Rheostat—E .
Ribbons, adding machine—=S"
- Ribbons, addressing machine—S
‘ ' Ribbons; cloth=S

v

-

-

"Ribbons, typewriter—S
Ringtoss game —S Lt
Rings, boxing<E
Rings, carrom—-S -, ° -
Rings, flying—E -

Rings, key—S
Rivets—S
Robes—S

Rock, crushed—S
"Roller bearings—S
Rollers, ink—-S- |
Rollers, lawn—E -
Roofing materials—S
Rope--S '
Rosin S
Rottepstone—S
Rauee?s.
RowRers—E
Routers, plate, photoengravmg E
Rowboats E
Rubber bands—S - .
Rubber goods—S

" Rubbish cans—-S

Rugs, room size—E

+

Sawhorses—E

Saws, band—E ~

Saws, circular—E

Saws, hand—-S

Saws, power-E

Saws, powerhack—-E

Scales, beam balance -E
Scales, draftsmens—S

Scajes, spring—S

Scalpels—§

Scissors—S

Scoop stiovels, hand—S N
Scouring powders—S
Scrapers, hand—S

Screen doors-S

Screens, projection, built-in -BF
Screens, projection, govable -E
Screens, window-S .
Screw.extractors—S

Screw eyes—S =

_Screw hopks S

Screwdrivers-S -
Screws~‘S_ -
Scrubbing compounds -S

Rugs, scatter-S *  Scrubbing machines” E ’
: quefs S Scythes—§ N
Rules, shrink and circum- Sealers, envelope, mechamcal E
ference --S Seasonings-S
Saccharimeters— E Seats—E -
Safes—E v Sectional bookcases--E
Safety belts“wmdow-‘vorkmgﬂs Sedatives—S
Safetxglass S . Seed, grass—S -
Safety pins’-S Separators, battery—S-
Salts-S - Separators, milk —E
Sand-S Serums—~S v
*Sanders, electric--E ‘Serving trays-S
Sgndpaper -S " Settees—E -
Sandwich boards- S’ Sewer.systems- [ or S8S
Sanitary napkins+-S Sewing machines-E
- Sanitary systems -85~ Shades, window —BF
Sash, combination scteén and Shakers, }aboratory E
= storm-$ Shakers, power—E
Sash cords— 5. Shampoo-S
Sash, screen— s Shapers, bench afid floor— E*
Sash, storm—S Shapers and rduters—E
Saucers—S Sharpeners, electrical ‘E =
. Saw blades—S ) - Sharpeners, pencil S
- Saw frames—S . * Shears, hand-operated S
Sawdust—S Shears, power-operated -E
’ © [V-15
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Sheaves—S '
Sheet metal--S
Sheet music—S
Sheeting—S
Shellac—S
Shelveg, kiln—-S
Shelving—BF  ~
Shelving materials—S
Shingles—-S . :
Shock absorbers—S
Shoes and boots—S
Shopcoats—S
Shorthand writing machines - E
Sh'ove]s, hand-$§
Shower-fittings—-S
Shrubs -1
Shrubs--S -
Shufﬂeboafd sets—S
Shuttlecocks—-S
Sidewalks -1
Siding, sheet metal -S
Sifters—-S )
Signs, large—E
Signs, small-S
Silk screen printing dpparatus,
complete units--S

Bilver polithes—S
Silverware —-S
Sink fittings—S
-Skeletons —-E
Skillets—S

" Skis-S
Slats*S
Sledgehammers—S
Slicers, bread, mechanical - E
Slide rules -S°
Slides, lantern- S
Slides, microscope - S
Slides, projector S
Snaps--S
Sneakers—S
Snips S
Snow shovels, hand S
Soap dispengers S
Soaps- S
Soccer balls 'S
Soccer shoes S

' Socket wrench sets E
Sockets, wrench -S

"

Socksypairs=-S
Soda, baking—-S

" Sodding+-S
Softballs—S
Softeners, water, chemical--S
Soil-S #
Soil penetrometers—E
Soil test molds—-E .
Soldegring coppers—-S
Seldering materials-S
Solvents—S .
Sound recerders -E
Sound systems—SS |
Spades—S
Spading forks~S
Spark plug cleaning machines -E
Spark plugs—S :
Spatulas—S
Specimens. laboratory- S
Spectroscopes -E
Sphygmomanometers--E
Spikes—S
Spirits--S
Spirometers - E
Splints—-S

" Spokes -S
Spokeshaves S
Sponges -S .
Spoons--S
Spotlights -S- -

..Spray mixtures--S
Sprayers, hand S
Sprayers, power—-E
Spreaders, manure E
Spreaders, tire -E

*Spreads, bed -S
Sprnings--S

——

- %}rings, fumiture S T
p

rinklers, lawn, movgble -S
Sprinklers,'lawn, traveling - E
Sprinkling systems, lawn - |
Sprockets—S
Squares—S
Squeegees- S
Stacks, book--E p
Stadia rods- E
Stadiometers—E
Staff liners, music -S
Stain removers -S

101 .

B

Stains—S~
Stakes—S
Stamp pads—S
Stamping machirfes, power—E
Stamping machines, small hand—S
Stamps, rubbef-S
Standards, jump—E
Stands, calendar—S
Stands, chart—E
Stands, dictionary —F= .
Stands, epgine repair—E
Stands, umbrella—-E
Staplers, foot- or power-

operated—E
Stap]‘ers, small hand—S B
Staples--S . -
Starch--S
Startérs, electric- S
Stationery—S
Statuary—E .
Steam vapor cleaners—E
Steam packing—S
Steel measuring tapes—S
Steel, sheet-S
Steel wool-S : : \
Stencil correction fluid S
Stencils—S T
Stenographers notebooks—S
Stereoscopes—E
Stenle gayze—S
Sterilizers—E o

¢

‘Sticks, composing -S

Sticks, hockey -S

Stilts, sport—-S

Stitchers—E , d
Stock records -S N
Stockings -S

Stones, printers E

Stools--E -

Stop watches -S

Stoppers—S

Stops, bench --S

Storage batteries—S

-

Storm drain systems -1

Stoves—E

Straightedges—-S s
Strainers—S

Strdws, drinking—S

Stretchers—S ) ‘ .




.

Strings-S -

Striking bag outfits—E
Styluses—S

S ass\frames—S ’
Sunglags

Supply Cases— E
Supporters athletjc- s
Surface hardened blocks—S:
Surgical instruments, small-S
Surgieal powders—S .
Swages—S

Sweepers, carpet, electric—E
Sweepers, hand—-S

Switch bpxes—S -
Switches, electric—S
Synchrenizers, camera—S
Syringes—S

“Syrup-S *

Table protectors--S -
Table tennis balls-S
Table tennis rackets—S
Tablecloths—S *

" Table ware —S

Tables-E

Tables, computing(S

Tablets, hedicihal -S
Tablets, writing—S

Tabs, index—S .

Tabulating machines—E

Tack hammers—S .
Tackling dummies, football S
Tacks--S

... Tags—S
Talcum powder--S

Tanks, bulk storage~E
Tape-S -

Tape measures—S
Tapes measuring - S
Taps—S -

. Tarroofing and siding"-S

Targets, archery —-S
Team uniforms--S |
Telephone systems<SS
Television cameras—E
Television sets—E

- Television tubes—S

Tennis balls—S / .
Tennis.court nets, cord S
Tenms court nets, “steel— E

. Test tube

" Tile, drain—S

- Toasters, electric—E

Transformers, laboratory — S
Transit, engmeers -E
Transmissions, 1nteg1'al parts
of larger units—S

Transmissions, not integral
~ parts of larger uruts—E
Transmitters—E
Trays—S
Trees—I .
Trees, hall -E o7
Triangles, drafting— S
Trimmers, hedge, hand S
. Trimmers, hedge, power—E
_ Tripods—E

Trophies—S

Trowels—S /
_Truck chassis—E

Trucks, hand—-E

Trucks, motor—-E |

Tubes, inner—S _
* Tubes; radio—S

Tubes. television—S
. Tubing giterials S

Tumblers, glass—S,

Tunipg forks—S

Tanarels, models, wind—E

Turf-1

Turpentine -S

Tweezers—S

Twine—S

Type cases—E
" Type casting machines—E
" Type cleaner—S

Type liners—-S

Type, matrix-S

Type, printing—S

Typéwriter brushes—S
Typewriter covers—S
. Typewriter desks—E

Typewriter ribbons—S

y Typewriters—E
Umbrella stands—E
Unguents--S
Uniforms--S o
Upholstering materials—S
Ums, coffee -E
Urmns, flower—S
Utensils—S
Vacuum bottles—S -

Tennis rackets—S

Tents, wall-E

Tents, shelter--S

Terminals, battery —S

shes—S

Test tube racks—S

Test tubes—S

Tests, achievement--S
Textbooks—S*

Theatrical costumes—S
Theodolites and tﬁpods—E -
Thermographs—E
Thermometers—S -~
Thermostats—S
Thimbles—S
Thinners-S
Threads—S

Throat applicatars—S
Thumb tacks--S
Tickets—S

e -

Time clocks, watchmens E
Timers, large—E

Timers, small-S ~ R
Tin cans—-S 7
Tin cutters—S

Tinware—S

Tire chains—S§ .

Tires and tubes—S

Tissues, cleansing—S . ,

Toggle bolts—S
Toilet paper—-S
Tokens-S ’
Tongs-—-S

Tongue depressors—S
Tool sets, hand—E
Tools, hand, not in sets—S’
Tools, power—E
Topsoil -1 >
Tow bars—-S
Towels—S

Toys, large--E

Toys, small-S
Tracing cloth—-S
Tracing paper—S
Tractors-E °
Trammels—S
"I'rampolmes E

t
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Vacuum cleaners--E
Vacuum tube voltmeters—E
Valve parts—S
Valves, large, automatic -E
Valves, small-S* ~
Vaporizers, electric-S -~
Varnish driers=S
Vamish rémovers—S
Vamishes—S
Vases S . N
Vaulting poles—S
Vegetables—S
Vending machines—~E
« Ventilating systems--SS
,Vessels, large—E :
Vessels, small—-S
Vibrographs- E
»Video cameras—E v
Video recorders—E
Video tapes—S
Vines—S
-Vises, bench—E
Vises, small hand —S
Vision charts—S
Volleyball nets -S
Volleyballs -S
Voltmeters—E -
Wagons—E
Wall brushes—S
Wallboard—-S .
Wallpaper--S \
© Walls, retaining - I
Washbasins-—-S
‘Washcloths--S |
Washers and/or dryers—E
Washers, rubber and leather S

-

Washers and dryers, photo-
graphic—E '

Washing machines--E

Waslring powders—S

Washtubs—S

Waste, machinists—S

Wastebdskets—S,

Watch crystals -S

Watches, stop—S .

Watchmens time clocks—E

Water coolers—E

Water, distilled—S

Water glasses—S .

Water meters, laboratory type.-E

Water softeners—S

Water systems—SS

Watercolor brushes—S

Wattmeters, laboratory
type—E

Wavemeters and wave
analyzers—E

Wax crayons—S

Waxes, liquid—S

Waxgs, paste—S

Waxes, sealing—Sg

Waxing machines—-E

Weaving machines—E

Wéighing scales. beam—E

Weighing sgales. small
spring—S

Weights -S

Welding apparatys--E

Welding rods- S

Wheel straightening
qppératuer

Wheelbarrows--E
\ !

~

‘Wra

v

Wheels, au.;omoBiI’e—S
Wheels, emery—S
Wheels, pottery-E .
Whetstones—S

. {
Whisk brooms—S~ .
Whistles—S
Window glass—S

- Window screens—S

Window shades—S,
Window-working safety belts—S

‘Wipers—S .
Wire--S ' et .
Wood-fillers -S - .

Wood, plastic--S
Wood preservatives—S

Wood stains—S

Wool-S

Wool, glass—S .
Waol, steel—S

Work benches—E -
Work tables>E-

ing paper-—S
Wrenches, in sets—E °
Wrenches, not in sets—S
Wringers, cloth—S
Wringers, mop, large—E
Wringers, mop, small—-S
Writers, check—E

" Writing-paper—S

X-ray machines—E-
Yard benches—E
Yard brooms -
Yardstickss-S
Yarn-S ¢

Zinc-S

[ )
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A central stores system gnablgs a school district
to take advantage of the economies of quantity
buying and to fill requisitions for standard supplies
promptly. However, no set rules can be established
to determine when it would ‘be to thé best interesf

.. of a school district to adopt a stores system.

Availability of material, facilities for storing and
deliveringtmerchandise, and the size and number of
plants in a school district all'must be taken into
consideration. Costs of receiving. storing, and

' delivering stock items, as well as costs of stock

control, should be included i the total cost of a
stores system (as compareti to the cost oY\sklﬁrecf
purchasing) i deciding on the desuablhty the

stores system.

¢

Optional Methods of Financing.
Accounting. and Controlling

Y

Either of two accounting methods may be used.

Stores Account Method !

The establishmeft and maintenance. of a stores
system by the use of a Stores account carriad
within the General Fund is a long-established prac-
tice. Stores accounts may also be maintained

* within other funds.

Revolving Fund Method

Education Code secfions 42830--42834 autho-
rize and prescnbe procedures for the establishment
of a revolving warehouse stock fund far school
districts. Permission &s also given for two or more
districts to establish a common revolving fund for
this purpose. The amount of the révolving fund
shall not exceed an amount from the General Fund
of the district or districts equal to the average daily
attendance of the district or districts for the next
preceding year
($15.00) plus such amounts as the governing board

*  Stores: System Procedures, Controls, and Accounting
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or governing boards may appropriate from other
funds of the district or districts, as outlined in
Education Code'sections 42830-42834.

Types of Supplies in a Stores System

Items purchased for a stores system should be
those that are used in sufﬁment quantity tO_]uStlfy
the cost of establishing them as stock itefns. Initial
purchase of a new item should be conservative as
to quantity to test its turnover, thereby establish-
ing a basis for determining the quaggity needed.

. Committees composed of users of the various items

3

multiplied by fifteen dollars .

-can be helpful in determining standard items to be

warehoused and’ in encouraging their use. The
types of items most frequently stocked are included
in the list that follows

Instrugtional supplies, including paper, pencils,
chalk, paste, art supphes and the like

Office supplies, mcludmg ty pewtiter ribbons,
duplicating supplies, desk files, and the like

Custodial supples ,

Maintenance supplies, including lu}nber; small
tools, . electrical supph'es, paints, sandpaper,
and the like o

NOTE Many of these items are frequently requisitioned for nse
in the school shops Sometimes it 1s necessary to carry more than
one quabity of supply for this purpose

Food ‘and related supplies .

Printed forms - .

Equxpment (When it is known, that items such as
typewriters, scrubbing machines, and the like
will be needed in the near future, it is

" sometimes economical to purchase this equip-
ment in quantity. It is not recomménded that
equipment items such as these be maintained*
on a minimum-maximum basis as are items of
supply.)
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- stocked:

Essentials of a Stores Sy'stem

The essential features to be provided.in connec-
tion with the establishment and operation of -a

stores system are presented in this section.

Devices for Control gf Purchases ' A

Provision for number{ng, cataloging,” and stan-
dardizing Stock items Printed catalogs that list all
items by stock number, unit of issue, description,
and unit cost should be available to all who will
requisition them from.the warehouse. The catalog
should preferably be loose-leaf to allow for replac-
ing pages in the event of substitutions, additions,
or deletions. (

Provision for the addition or deletion of stock
ttems A special form may be used to notify all
departments concerned of the necessary informa-
tion regarding the action taken.

Provision for mumizing losses because of 0obso-
lescence Special committees can be helpful in
giving information in advance on planned changes
in curriculum which will affect the use of supplies
already stocked. If it is known that a change is
planned, supplies to be discontinued can be
allowed to run out without reordering when the
stock drops to the minimum.

Control of maximum and mumimum stock bal-
ances Care should be exercised in the setting of
maximum and minimum quantities. Continual

study of stock activity and periodic readjustment .

of the limits set are reqinre(ﬂ because of such
conditions as growth, grade levels of users, chapges

. in curriculum, changes of personnel placing requisi-

tions,-storage capacity, and the like. Some items
will deteriorate when stored too long; this factor
should be considered when plécing orders. Very
small, inexpensive- items should. be ordéred in
adequate supply for anticipated need; more expen-
sive items should be ordered according to conser-
‘vative estimates of need.

Records of Perpetual Inventory

Individual cards or records that contain the
following infoymation should be kept Tor each item

1. Identifying stock number
2. Specification of unit of issue
, 3. Description of item

~

.
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4. Unit price

5. Posting references: date, document number,
and the like

6. Receipts in terms of stock units

7. l'ssues in terms of stock units

8. Balances on hand in terms of stock units

NOTE The follot'mg additional information on the stock
records may be desirabler (1) minmum and maximum
Quantities to be stocked;_(2) reference .to vendors from
whom stock 1s purchased, (3) memoranda of orders placed.
(4) memoranda of upfilled requisitions, (5) reference to
warehouse location of item if the wdentifying stock number
cannot be used for this purpose, and (6) provision for values

of receipts, 1ssues, and balances on hand
. ’
¢

Verification by Physfcal Inventory

Provisions should be made for at least aq annual
count of all items stocked. This can be done on a
cyclical basis with a portion of the total stock
inventoried each period. This count should be
made by persons other than warehouse personnel.
In the event warehouse personnel are used to take
the. count, the record should be spgt-checked by
persons othef than those responsible for stock. A
common practice™is for the firm performing the
school audit to make the spot checks.

Security Control and System of Internal'Checks

In’ planning the stores system, prbvisions should
be made for adequate security of stock and a
,system of internal checks. Buildings used for
warehouse storage should be as fireproof as pos-
sible and should have adequate locks. Only speci-
fied personnel should be allowed to issue stock.
Preferably, the stock records should be maintained
in an office other than the warehouse (stock
=records ‘dre commonly maintained- _account-
ing or purchasing offices). At inventory time or
other periodi¢, checkup time, dny difference
between the book record and actual quantity
count should be investigated and necessary adjust-
ments made. o .

Planned Procedures for Re;:eivhlg and Issuing ]
1. Items to be stocked should be purchased by

means of an official district purchase order

issued in compliance with the Education

Code 3nd the district’s policies covering

bidding and purchasing. An “on order” nota-
tion may be made on the individual stock
. control records at this. point. On receipt of
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merchandise, the items should be counted
and inspected for condition and compliance
with specificatiohs. The signed receiving copy
of the purchase order or, other receiving

document authorizes payment to the vendor,

and charge of the cost ofthe merchandlse to
the Stores account. Elther the receiving
.document or the payment warrant may be
used as the basis for entering receipt of stock
by quantlty and value on the stock COntrol
records affected by the purchase. .

tJ

.Stores should be 1ssued only upon the
authonty of 'a properly approved, prenur’g
bered requisition, which should g1ve the
following information

Source and date of requisition
Delivery (nstructions .
Account or accounts to be charged

Provision for approvals a$ te budget, items
allowed. quantities,®and the like

Provision for posting reference

' For each {tem. quantity ordered, unii

stock number, descnption, unit price,

total amount. and on each requisition,

t columns for noting substitutions, back
orders, and the like

Provision for evidence of receipt and date
of delivery. A multiple copy snap-out
form is ¢ only used for warehousg
issues, wi
going to the requisitioner, the ware-
houseman, and the recording office.

L Posting is done 'from this document to

the stock contrpl records. ‘
NOTEF The term requisition as used here should be
understood to includ requisitions. billings, stores in-
voices, or similar docAnts for use by certain districts
that find it deswrable to use additional documents
between the time of preparation of* the requisition for

the materials and the actual delivery of these matenals to
the school or department requesting them,

Lines of Authority and Responsibility

of Personnel . ,
Lines of authority and responsibility should

follow a logical plan and be clear-cut®nd definite.
NOTE In plar;mng the establishment of al stores system,

consideration should be given to the location of the warchouse
or warehousds and to the transmittal of documents between the

copies of each transaction .

d0¢
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warchouse and thg accounting office The space requirements,
physical requirements for proper storage, and arrangement of
stock ttems shouold -be determined 1n advarce Stored ite
should be.asranged when possible 1n an order currespondmgT
their order pn standasd supply hsts

Accounting for a Stores System

Accounting for a stores system may be done by
erpploying (1) the stores account method: or (2)
the revolving fund method.

Stores Account M;ethod

The stores account method provides for the
establishment of a Stores account withm the
General Fund. Stores accounts may also be estab-
lished within other funds of the district. Payments
for the purchase of stores are not classified as
expenditures: these payments constiite an increase
of the asset account, Stores, equgt to the
reduction in another asset agcount, Cash in County
Treasury. The jssuahce of stores should be re-
cordéd as a reduction of the asset account, Stores,
and as a charge to the appropriate expenditure
account for .which the stores were issued. Such
accounting may be continuous, or summaries of
stores issuance may be made penodically, prefer-
ably at least monthly, and the total credited to the
Stores asset account. Charges to the various expen-
dnturg accounts for which the stores were issued =
would be made at this time in summary. To the
extent that the county superintendent of schools
maintains corresponding records, summaries of the
issuance of stores should be.reported to the county
superintendent of schools periodically. The remain-
der of the Stores actoupit should represent the
inventory value of merchandise in the warehouse.

When goods are purchased for stores without the
use of w revolving fund, budget control of expen-
ditwres’ occurs at the time of issuance of such
merchandise and not at the time of purchase.

Uncontrolled purchasing may result in an unneces-

sary amd excessive investment in stores and a
serious depletion of cash needed for other budget
purposes. The establishment of the Stores account
should follow, not precede, the budgetary authori-
zation, which is made by entry of the intended
amount in the budget- under Ending Balance. Once
established, the actual balance of the Stores
account should appear in the budget under Begin-
ning Balance; and the same amount, or a deliber-
v
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ately chosen larger or smaller amount, should be
entered under Ending Balance. Procedures for the
control of purchases should be establrshed so that,
‘considering existing inventory and carefully pre-
pared estimated distributions, an ending inventory

will ot exceed the investment in stores as indi- *

cated in the budget.

Revolving Fund Method

-

A revqlving fund 1s a separate fund established in
accordance with Education Code sections 42830

. 42834 Payments for., purchases of $tores are

made by warrants drawn on the Revolving
Fund for Warehouse- Stock. The school district
buys merchandise from the fund and makes pay-
ments by warrants drawn payable to the Revolving
Fund for Warehouse Stock. The county treasury 1s
the depository for cash. This revolving fund plan
provides a semiautomatic control of the amount
invested it stores.

Accounts for the Revolving Fund for Warehouse
Stock include Cash in County Treasury, Accounts
Receivable, Stores. Current Liabilities, and Reserve
for Working Capital. These accounts are sel

balancing because the initial value of the fund -

remains constant unless changed. by board action.
The balances in the accounts always reflect a #xed-
amount, whether it be in stock or cash or a
combination of both. including recevables and
liabilities. The same fixed amount shall be recorded
at yedr-end on '_ofﬁcral budget forms and reports -

-under the Stores account as a part of Beginning

Balance and Ending Balance.

Typical Costs of Receiving, Warehousing, 4
and Distribution in Connection with
a Central Stores System

Costs of receiving, warehousing, and dfstributing
stores items, 1n addition to the cost of merchan-
dise, should be charged to the Stores,account.
These overhead’ expenses should ultimately be
charged to the several expenditure accounts to
which merchandise costs are charged 1n proportion -
to the costs of the merchandise. The procedure
used 1s not important if the results are equitable.
Use of one or more subsidiary expense accounts is
common practice.

One method 1s to add an estrmated overhead
charge to merchandise unit prices, adjusting it as

needed from time to time. This method provides a’
total unit charge for each, item and avoids the’

possibility of delayed overhead chargeg to appro-
priations that have become exhausted.

Another method is to distribute estimated over-
head charges to expenditure accounts on an
encumbrance basis at the beginning of a fiscal year.
Such charges are to be determined on the basis of
anticipated stores issues,to the several expenditure
accounts. At the close of the year, or periodicaily,
he encumbrances may be liquidated and the actual
overhead expense charged

Whatever method is used,, overhead charges
should be cleared at the end of each fiscal year sa
that the Stores account will represent only the
value of the inventory of material on hand.

Charges and credts to the Stores account and
subaccounts should include the costs of receiving,
storing, and delivering in addition to the direct

-.merchandise costs (cost of item, sales tax, postage,

freight, cartage, and other delivery charges to the
warehouse), as follows s

1. Salaries of personnel (storekeeper and others)
directly related to the warehouse

. Supplies used 1n connection with receiving
and warehouse recordkeeping. )

3. &Rent of space, facilities, and equipment

4. Utilities

5. Direct expense of trucking
* a. Gas and oil

Grease

Reparr{ '

Tires and tubes

e. Accessones

fa Other expenses

NOTI

to

eoe o

When trucks are used tor several purposes other

than the dehivery of stores™such costs may be distnibuted by ,

job.cost aecounting of by any other equitable method
. g

6. Adjustments to Stdres account
Periodically, or at the end of the* fiscal year,
it may be necessary to adjust the Stores
account, after proper administrative review
and approval, for reasons and in the manner
described below. ,

a. Discrepancies between the quantity. of
items as shown on the individual stock

records and the actual physical count of ~

! ’ » ¥

.
.
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merchandise in the warehouge may result
, from errors in stock issues or in the
maintenance of perpetual inventory

records. Such discrepancies must be

adjusted on the individual stock records
and will result in a deblt (increase) or
credit (decreage) ta the value of the Stores
account.

. Differences')z—;lso may, occur between the
balance of the Stores account and the
value of merchandise on hand, as thown
on the individual stores records, resulting
from the method of unit pricing em-
ployed. Adjustments.for this reason will
result in a debit (increase) Hr credit
.

{decrease) to the value of the S#pres
account. (

. Periodically, stock must be removed from -

the warehoyse because of deterioration,
obsolescence, and the tike. Either the
regular warehouse requisition or a special
form may be used. This form should be
approved by someone with authority to ~

‘authorize the disposition of such merchan-

dise. Value af the stock removed should
be charged to a subaccount under Stores,
to be included in other costs of overhead
for future distribution” to expenditure
accounts. Individugl stock records should-
be adjusted to reflect these issues.

PR




Sl Part VI .
General and Subsidiary
S Ledger Accounting -

L}

-

The inclusion of general ledger acconntlng in this manual i$ not to be constried @a requirement
. that such accounting be employed by school-districts or that other accounting hods and
procedures. now in force be modified. It is, however, recommended that general ledger actpunting

be used. Such a system will provide the data and controls needed for efficient administratipn.-The -

s procedures recomrierided are fully in harmony with the law and,the requirements of the Cglifornia
- State Department, f*Education with respect to budgetlng, accounting, and reporting.
" This treatmenf of general ledger accounting was prepared especially for accounting py school

'« *__Adistricts; but with the exception ofra few portiond it is apphcable to the accounting éf ost county

school funds.. O N S
» - -

Deﬁnition of Gener’a\Ljdger| Accounting
A Zeneral ledger is a basic group of accounts in Which are recerded in summary in'detail all
- transactions of a fund™ Each fuhd Should have its own records, including a self-balaficing general‘
) .rledger and subsidiary ledgers as needed, “regardless of how small or brief such led be. This
should not be construed as necessntatlng separate binders for looseleaf ledger pages ﬂate trays,
for machine-posted ledger sheets; the-physical separation, “achieved by dwrsron leaves or gu1des is
sufﬁclent if the self-balancing prificiple is maintained for each portion.

¢

3

A LY

) ce ,Gene?l and Subsldlary Led;ers

. « Ledgers are ompnsed of accounts. An account is a device,‘usually a separate pdge, sheet, or card
for the acclfmugtatlon of debit and credit postings and the determination of the excess of deblts or
credits, Known as.the debit credit balance, respectively. Accounts usually provide for the

. columnar showing of date and posting reference and often for some description of each p.ng
Accounts lﬁua]ly have separate columns for debits, credits, and balances.

All accounts may be carried 1n a single ledger. Proof of the accuracy, complete,ness and balanced
condition of accounting can be achieved by trial balanee;which should be takeh frequently -at least
monthly. Other means of verifying accou ances should be utjlized regularly. For example, the
balance of the account, Cash i ty Treasury, should be reconciled with the records of the
county superintendent, ools or of the county auditor on a regular, periodic basis. (The county
treasurer’s re normally show a larger balance, the difference representing warrantdunot yet

y him.) The account, Revolving Cash Fynd, can be verified by making a count of-cash and
receipts for disbursements. Other accounts are s*sceptrble to proofs of various klnds These checks
or proofs should be ‘employed regularly.

Most of the accounts named here are likely to be needed by most school districts. However,
certain accounts may be found to be of little use to some small school districts. On the other hand,
there are specific divisions of certain’ accounts 'that will be found useful in the large city sehool
_ districts. As an example, large districts employ workmen for malntenance, alteration, and minor

‘ construction work. Proper accounting of labor and material for job accounts and work orders each
‘ ﬁscal year ‘requires the use of a Work in Processaccount or similarly named account, tlﬁ accounting
for which should be on the encumbrance basrs v . .

\
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If the accounts’in a ledger become too nﬁrperou's it'is mort difficmlt to apply the trial balance

. ‘proof. Accounts of a similar nature are rerfoved to a subsidiary ledger with substitution of a single
i controllmg account in the General Ledger. Only two subsidiary ledgers with coptrolling accounts
are explained in detail in this manual Other examples of controlling accounts for which subsidiary

dgers (or supporting detail of a corhparable. nature) should be maintained include the following:

Aeeounts Recervable. Investments, Stores, Prepaid Expense, Fixed As\Sets (four kinds.of property)
Current Liabilities. and Reservé for Encumbeances. “ .
Accounts pertaining ,to income may be maintained in the General Ledger. Analysis by source

should parallel generally the pattern of the school distriot budget form, which is furnislied by the
Dcpartment of Education b1 use in, California public schools, using-an account for each source. A
subsidiary le‘dger is often found desirable. Each account should corﬁm two parts— actually Awo
accounts. The first gart. requiring a small portlon of the form, should be employed for estimated
income only. The second part. occupying the larger portion of the form, should be employed for
actual income only. The amount by which estimated incoghe _balance (debit) exceeds the actual.
income balance (accumulated credits for the year to date) represents nnrealized income, that is, the
anticipated amount for the remainder of the fiscal year. Actual income in excess of estimated
mecjne signifies an underestimate. Information aceumtﬂated in the'income ledger accounts amd in
reports prepared from these accounts is of vital’ importance in administration. It deserves close

’ attention month by month and year~By year. Ehe two portions of the several*income ledger

accounts are controlled by General Ledger accdun imated Income and Incomg;

Accounts pertaining to appropriations and expendltures may be mamtamed n, the General
Ledger - only. However. the required classes of expenditure. without consideration of the
recommended subordynate classes are sufficiently numerous to justify the establishment of a
subsidiary ledger. Furthermore, the statutory requirement for appropriation control gf expenditure
18 facilitated by use of a spelial ferm which is not suitable £or Generat Ledger accounts. This
_— subsidiary ledger is usually called an Appropriation Ledger. Its” accounts. as in the case of the

Income Ledger, contain a minimufn ofywo parts. a small portion for appropriation (credit) and a

larger portion for cxpcnditures (debit). Expenditures are limited by appropriatienseby law with

. respect to the major cfasses of expenditure. and by standatd ,practice wrth respect to subordmate

classes. ” . . :

Expenditures.arg classified in two ways within the subsidiary ledger: in detail by program and n

\Summary by gbject of expenditure. For example, instructional s plies would be pos d to each
using program, then subtgigled to ther object account for céMro). The total of all of He object®
- accounts (or thus theé detaf‘ programs) weuld support the subsidiary entry in the G#heral Ledger. ¢

Every proposed eapenditure should be compared with the unencumbered balance (appropriation

( minus expendltures and anq‘s) of the proper account to determine whether the balance is
.y adequate. Expenditures | ot only those items for which payments have been made but also
' hose that have become eurre Jlablﬂtles Regardless of the exact plan of accounting, there often

~ Jare apprecrable delays between the time that-goods or services are received and the time that the
expenditure posﬂmg is made. Furthermore, the interval between authorization and consummation
of an expenditure may be even greafer For these reasons, recognition .must be given to all
outstanding commitments against each appropnatlon account when consrdenng expenditures. This
is accomplished fairly easily and satisfactorily by informal methods in relatively small districts. In
large school districts, the encumbrance accounting method is generally used so that each proposed
expenditure is compared with the unencumbered batance (appropriation minus expenditures and
.encumbrances.) The Approprlatmn Ledger accoynts are*controlled by General Ledger accoygty
designated as Appropriations, Expenditures, and Encumbrances, respectively,

Transfers for tuition and the like are not classed as expenditures in the strict meaning of the
‘term, lloweyer, transfers should be accounted for'in the Appropriation Ledger. Appropriation for

| Rina -
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Contingencies is an appropriation that should be carried in the Appropriation Ledger although no

expenditures should ever be charged to that category. General Reserve should be a General Ledger
account.only. Stores is a General Ledger account. .

Appropriation control is not necessarily maintained for all of the subordinate accounts for which
expenditure analysis is desired. -

It should be recognized that the accounting of income and of expenditures, as currently practiced
in most districts, }s\é);; cash basis dunng most of each fiscal year. At the close of each fiscal year,
modification of a record is required by th¢ entry-of current habilities, which represent
expenditures incurred during the fiscal year. Simflarly, at the end of the year. entry of accounts
recevable, which represent income accrued during the fiscal year, is required. It should be noted

. that " not all income that -has theoretically accrued is required to be entered as receivable. For

example, taxes levied but uncollected are not required to be set up as receivable for the preparation
of state reports. Sin¢e g considerable part of the accounting is very nearly on a cash basis and since
the )/ear-end modifications do not constitute the full accrual of certain income. the term modified
(as/z ‘basis may be employed as descriptive.of school accounting practicesws currently authorized.

Standard commercial forms including those for both general and subsidiary ledgers as well as
specialized forms such as those for the Appropnatlon Ledgur are suitable in many cases for either
manually or machine-posted accounts.

General Ledger Accounts -

+ All General Ledger accounts commonly required for public schoolaccounting are hsted here in the
following Chart of Accounts. While all of these accounts are pertinent to the General Fund. they

also may be applicable to the several other funds whith a district may maintain. Bnief explanations -

conqemmg the use of the accounts are given in each case, and 1n some cgses comments regarding the
significance of debit or credit balances of such accounts are also 1ncluded: *

; Certain accounts, such as Revolving Cash Fund, Cash Collections Awaiting Deposit, Investments, '

Accounts Receivable, Stores, and Prepaid Expenses, aro/provndcd especially for use by large school
districts and“may be omutted by small districts 1f they are not needed

»

. Chart of Accounts
- '
%orma/
Assets ) . balance
?MN10 Cash in County Treasury : . . Dr
9120 Cash in Bank(s) (Education Code sections 35314 52613 52704, or 39892 only) Dr
. 9130 Revolving Cash Fund (Education Code sections 42800 — 42806, 42810, ' .
42820, and 42821) . . . Dr
9140 Cash Collections Awaiting Deposit (Education Code sections 41001-41021) Dr
9150 Investments at Cost (Education Code Séction 41015) . Dr
9160 Accounts Receivable Coe . . . L ) Dr
9170 Due from Other Funds ° Dr
9210 -+  Stores . LT e & R . Dr
9220 Prepaid Expenses . . . . .. b Dr
9300 Other Current Assets L Dr
9310 Assets Frozen . ' : : : & . Dr °
8400 Fixed Assets . . . . .. Dr
i Liabilities . *
8510 |, Accaunts Payable (Current Liabilities) . S . Cr
9520 Due to Other Funds - . . T, . ' . Cr |
9530 Temporary Loans . . .. . . Cr
9540 Deferred income . . . T~ . Cr
: VI-3




s N o
© og’ & IR )
- s ) v (f
. a - .
i o
R ' A
Reserves ) /)) [ hae i
. 9610 Reserve for WQ’rkmg Capital . .. ... — T e e e e I S Cr p '
9620 ° Reserve for Encumbrances . » . .0 . . e e e e e e ..
9630 * General Reserve . . . . . e e e e e e e e e e . Cr
9690 Investment in Fixed Assets\. e N R Cr
. L% .
Fund bafandes ° o ‘ - . o . .
9710 Unapprg:‘j,ed Fund Balence . . . ... .. ’ ...... . Cr .
'Budget,y gnd.c';ntrq/‘ébqouqfsf : o ‘
9810. Esumated Inco n T T e oy Dr
9820 Appropna}fon's TN M L L e Cr . !
9830 Encumbeances ﬂ_’.', A C e e e LT Dr
9840 Incomeq_.n. Cr
- 9850 Expe_nd»turey ", Ce .. e e e e Dr

Nonoperating accouﬁ &
9910 Suspense Clearing . . . . .. Soe e . Dr cr

-

. - 'Y \‘ - '
Definitions of, and explanatory notes about, the accounts listed in the Chart of Accounts follow

9000 Assets, Liabilities, a.n'd Fund Balapces
9100 Cashk. Investments, apd Recervahles ' '
o 9110 Cash n County Treasury Beginriing cash balance plus all monies deposited in
the county treasury less disbursements. lncluded herein are all 4mounts added
or deducted at the county level. . .

s 9]20 Cash n Bank(s) (Applicable to General Fund and/or other funds) Indicated
Balances n-separate bank accounts for Adult Education Incidentals, Scholar-
ships aftd Loans, School Farm accounts, and Cafeteria accounts if maintained
by the district-(Education Code sections.35314, 52613,462704, and 39892)

9130 Remhing Cash Fund (1) A recording of the establishment and maintenance '
of a cask fund for the use of the chief accounting officer of other desxgnated
- officiat of the district in accordance with Education Code sectiohs
‘4’800 42806, 42810, 42820, and 42821. This fund is similar in use and
control to accounts knownlas Petty Cash. Once this fund is established, it
- should be carried*indefinitely in the General mger and shown in all balance
sheets and budgets until abolished. The amount recorded will vary only
thmugh increase or decrease in the total amount approved for the fund. It
P shquld®be noted that the Revolving Cash Fund isga resérvation of cash within .
x ' arf already established school fundand is npt to be considered or aecounted
) for as a separate fund or entity. (2) A sum of money, either in the form of .
cur:ency or a special bank account, set aside for the purpose of making change
or immediate payments of small amounts. The invoices for these payments are
acc;{‘ndlated and the fund’is reimbursed from district funds, thus maintaining
the fund-at the predetermined amount. /
.- 9140 Cash Collections Awaiting Deposit Receipts not yet deposited in the county
treasury This account also includes any morfies in bank clearing accounts
: awaxtmg deposit in the county treasury (Educatlon Code Section 41017)
- 9150 [Investments. Sccugtles‘ issued by the United States Government in Wthh
money is invested. Investments are to be carried on books at cost (Educatlon
; Code Section 4]015)

1
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9160 Accounts Receivable. Amou'nts due from pnvate persons, firms, corporatlons

. or_governmental agencnes Accounts receivable shall be limited to audltable -

_ amounts (usually bayd upon contractuql agreements) to amounts billed but

not" received, and upon provisions of law, to "&mounts which were earned by
the close of the fiscal year and which might have been received and deposited -
_1n _the county treasury by that date except for the lack of time. for settlement.
9170 Due from Other Funds ‘Amounts due from other funds of the district.
L e s - . . - .
9200 Stores, Inventortes, and -Prepaid Expenses . . -~
9210 Stores Amounts of materials, supplies, and possibly certain equipment Kept in
o+ a_central warehouse and not yet chﬁ;ged to expenditures (see Part V of this t
manual) )

9220 Prepaid Expenses Amounts of payments made in advgnce of the receipt and/
utilization of servicés. Prepaid insurance premiums are illustrative. That
portion of the premium paid in advance for coverage beyond the current fiscal
year is charged to Prepaid Expense® Adjustments to this acceunt in the
succeeding fiscal years apportion the premium over the period covered.

9300 Other Current . Assets Assets that aré available or can be made readiiy‘available to"
meet the cost of operatlons or to pay current liabilities. -

9310 Assets Frozen Funds withheld until certain legal requirements are met (e.g.,
funds withheld under provisions 6f Education Code Section 41372) /

9400 .Fixed Assets  Assets of a permanent character havang continuing value (e g., land
bu1ld1ngs, machmery, furniture, 'and other equipment). The term capital assels 1
sometimes ysed n the same sense, but fixed assets 1s preferred.

9410 Land * '
' 9420 Irnprmementof Sutes. ) : ’
9430 Bu:ldingg‘ i .

9440 l:quzpment ’ : ,
(Refer~t0 . _bbject dass:ﬁcatlon 6000\ for definitions of the above four
accounts) °. S . o

9450 W()rk 1 Progress An asset repreSentlng the value ofipartially completed work.
4

9500 Lzabllme,s Legal obhigations, excluslvc ofencumbrances that are unpaid.

-9510 Accoqnts Payable (Current Lzabzlztzes) Amounts due to pnivate pg;rsons firms.
cQrporations, or- governmental agencies for services rendered and ggods
received on or before the c}ose of the fiscal year ‘Do not include

. “encumbrances” represented by purchase orders or contracts, or portions -
thereof, for S’ches or goods to Be furnished after the close of the fiscal year.
Incjude salaries earned but not paid until after June 30, amounts owed to
. " other school distriets. for tuition payments, t portion of cofistruction
contracts représented by work done to the close oNthe fiscal period. invoices
.- for materials or equipment recenfed prior to June 30, 3nd so forth. ’
9520 Due to Other Funds Amaunts due to other funds \\githiﬁ the district.

9530 Temporary Loans Short-term obligations representing amounts borrowed for
+ . ‘short periods of time and usually evndenced by notes payable. They may be

r

. unsecured or secumd by spec:ﬁc revenues to be” collected, such as tax
e antlclpatlon notes. )
- -, . ‘ )
+ . M R . “
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9540 Deferred Income A liability account for monies., recelved unearned at a given
date t& included, as earned, in mcome 1n subsequent Mods i .

i

'

Reserves

9610 Reserve for Working Capital An/ account set up {o reflect the vglue of
working capital accounts such as Stores, Prepald Expenses, and Revolving Cash
Fund. At tne beginning of the fiscal year, this accopnt«is credited with[th/
same amounts set up as debits to the preyiously described asset accounts. At
the close of the year, it is adjusted to reflect the net increase or decrease
dunng the year in these amounts. : " ‘

9620 I{esene Jor” Encumbrances A reserve set up out of appropriations. Thé
encumbrance procedure may be either a memorandum or a-formal procedure.
Under the memoran(}um procedure only one account, Reserve for
Encumbrances. is required. Duging the year this account is a reServe set up ou‘t
of appropriations. At year-end the outstanding orders may be recorded as a

" reservation of surplus. Under the : !
Encumbrances, 1s needed. The encumbrance is an offset to the appropriaticT
account and may be closed against the account at year-end.

9630 General Resenne An account in which the budgeted reserve is recorded,®
necessary so that cash may be made available during that period of the fiscal
year when taxes and state funds have not yet become available.

9690 Imyesnment in Frced Assets The book value of fixed assets.

Fund Balance The d‘lfferéhce between assets and liabilities. «

9710 Unuppropnated Fund Balance That portion of a fund balance that is not

segregated for specific purposes. All assets and estimated income available for

¢ appropration are credited to ‘this account. General Reserve, budgeted

approprnations. and other obligations are debited. The net value of the account

represents the unappropriated fund balance.
Budgetary and Control A&nunts ?

-,

9810 Estumated Income NAll income estimated to accrue during a given period
whether it is all collected during that period or not. This account will be a
separate control account in the General Ledger and wn]l include all income
“estimated to accrue during the current fiscal year. . .

9820 Appropnations Authorization granted by the Board to make expenditures and
to incur obligations for specific purposes and amounts within a given period:
This account represents the total of the authonzations and 1s used as a control
account 1n the General Ledger.

" Details are recorded n the subsnd;ary% propriations Ledger, as encumbrances
"and expendlturcs are made, they are charged against appropriations in the
subsidiary Approprjations Ledger, leaving as a balance the amount that may
still be encumbered and expended. . ,

A portion of the current fiscal year’s appropriation that is not appropriated for
any specific purpose but 1s held subject to intrabudget transfer may be
recorded in an account tlt]ed Appropriation for Contingencies. This subsidiary
acount will be closed at year-end in the same manner a$ *all other
appropriation accounts. This appropriation is used only for‘emergency
transactions that were not anticipated in the original budget process.
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9830 Encumbrances Obligations in the form of purchase orders, contracts, salarles
( or other commitments that are chargeable to an appropriation and for which a
part of th¢ appropriation is reserved. Encumbrances are liquidated when the _
obligation is paid or when the actual liability is set up. This control account
represents the total amount of the appropriations that has ‘been earmarked for
' A expenditure for specified purposes. =
: Détails of encumbrances by classification or account are recorded in the same

subsidiary ApprOpl’latIOI' Ledger in which expendxtures are recorded.

v 9840 Income Additions to cash or other current assets that do not reduce any, other

© asset, nor inerease any liability or, reserve, nor represent the recovery of an

expenditure. To the extent that the accounts are kept on an acc lbasxs the

' term (ncome refers to all income that accrues during a given period whether it
i8 collected during the period or not. This account will be a separate contrgh-

‘ account in the General Ledger.

- 9850 Expenditures A control account that includes total expendltures by warrants

as well aY amounts deducted at the county 1ével. If accounts are maintained on
' an-accrual basis, all charges incurred are included whether paid or not. For .

accounts mamtamed on a cash basis, only actual disbursements are included.

Details of expenditures by classxf‘catxon or accounts are recorded in the
subsxdxary Appropriations Ledger. . .

9900 \'mmpera!mg Accounts

9910 Suspense Clearmg An account that carries charges or credits temporarily
pendmg to the determination of the proper account or accounts to which they
are to be posted and that may be dsed. for posting of amounts not yet analyzed

Y to dgcide if they should be income, expenditure, or abatement. Charges that
must be allocated, or prorated may be posted in this account until such
, allocation or,proration can be calculated. This account must zero balance at -
the close of the fiscal year and should be reviewed monthly.

. General Ledger Procedures
»
Certaim procedures should be followed in opening and majntaining the General Ledger.

Opening the General Ledger

In opening the General !edger for'®he first time, care should be taken to use the proper accounts
and amounts. These are usually available from either the .couaty supermtendent of schools or the
county auditor. >

Determining Asset. Luabihity, and Unappropnated lrmd Balance values One af the first steps in
opening the General Ledger is- to list each fund’s assets by title and amount with the total. as in the

+ following example

Account Assets . .
9110 Cash in County Treasury ¥ ST ... $100,042.67
9120 Cashim Bank . .« - ’ . . Co L0 ’
9130 Revolving Cash Fund . . . .. - : . . 500.00 ,
9140 . Cash Collections Awamng Deposit “ . ‘. . {2417 .
9150 *° . Investments . . T v 0 J
9160 ~ ! Accounts Recewable . . C .o S . 1.597'88
9170 s Due from Other Funds . R ,894.39

) ) ‘ {
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Account: - Assets
' 8210 - Stores . ... ... AT P . $ 0
9220 Prepaid Expenses . . . . ... .. .. P A 1,672.38+
9310 | JAssets Frozen . . ... ... . ... ... PR 0
! Tatal assets . . . . . P / $104,431.49
. A Simifar list is then made of the fund's liabilties:
: ’ - ¢ . ) - €
Accougt Luabilities ' .o '
<~ .9510 ", Accounts Payable . L A $9,76345
. 9520 . _ Due to Other Funds RS Ce . 11318
Total hiabihities ¢ A o e L. $9,876.63

N { . .
Npw the total liabilities are subtracted from the total assets, and the dlfffrcn_ce is labeled
Unappropriated Fund Balance in this manner

i

*Account . ‘ - ' ’ ] A
Total assets Q . $104,43149
Less total habiities - . . ) « 9,876 63
9710 Unappropriated Fund Balance ) : o '$ 94,554,86
‘ .
. This information is now used to prepace an opening journal entry. This opening-entry is usually

made on a form known as a General Journdl Entry Form, listing accounts affected ,and showing in
separate co]umns the amounts to be posted later to the General Ledger as debitsyor credits. AJ
complete file of these forms, either bound in a book or coflected in some other fil¢, makes up the
General Journal. :

Prepanng the opening General Jnumaz entry The opening Gemeral Journal entry is made as

follows: ‘ : [ J\ <
J1 » ’ .
Date Account “ Debit Credit
- 7-1.73 9110  Cash in Colnty Treasury . . ..~ . ) . $100,042.67
) 9130 ° RevolvingCash Fund . . .. ..+ .. ... . 50000
9140 Cash Colle‘cnons Awaiting Deposnt o R ; 2417
9160 Accounts Receivable .. .. .. e 1,597.88 s
. 9170 Due from Other Funds . ..... .. .... ..... 694.39 '
- 9220  Prepaid Expenses ....... C e C ot 1572.38 , ,
J , 9510 Accounts Payable .. .......\ ... ... .. $ 976345
9520 Due to Other Funds ...... LA e 2 113.18
9710 Unappropriated Fund Baldnce .. .. ... - .°® : © 94554 .86
" ’ . . ' ¢ $104,431.49 3194,431 .49
.. . To record assets, iabilities, and unappropriated fund batance for
. the first time as of July, 1973 .
' 9 1O
13 4 .

Several points should be noted as 1]lusTrated in the preceding General Journal entry. First, no
account 1s opened that 1s ot needed. Yor example, no amount 1s shown in the original hst of assets,
for Cash 1n Bank. Stores, or Investments. Therefore, no account was opened for}ny of these assety

Shouldypeed anse later in the year for any of glese accounts, the account may be opened at that

time.
. 4 . -
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" the opening journal entry.

L ]

" The segond point to note is that the total of the debit amounts equals the total of the credit

amounts. This must always be true of any journal entry. Care exercised at this time in assuring the
equality of debit and credit totals will avoid difficulty with theGeneral Ledger later on.~

Anothes point fo note is the layout or *“form” of the entry itself. The debit accounts and
amounts are. placed to the left. and the credit accountstand amounts are placed to the right. This is
usual boekkeeping practice. e " .

A final point is the description of the entry. This i the dgplanation of what is being done’ by
means of the entry. In the illustration, the explanation shows that this entry records for the first
time the ‘assets, liabilities, and unappropriated fund b‘al"a'nce of the fund as of July 1, 1973..Some
description is always necessary in a Genoral Joumai entry. When at a later time entries are made
from other sources such as payroll lisfings, warrant, registers, and the like, explanations are usually
unnecessary since the title of the form,describes what is being done.

Postng the General Ledger The General Ledgef'is posted from the General Journal. The term
posted means the orderly transeription of the information from one place to another. Each ling of
the journal is posted to the proper l@dger'account as either a debit or a credit entry. For example, 1
tlre  preceding illustratiop, th.e first : hine - of * the jqumal entry is “‘Cash in County *
Treasury. .. $100,042.67" and is posted to'the General Ledger sheet or card as follows.

' /
Account 9110 Cash in County Treasury { ' Page 1
Dats Reteren e - Detsit Credit - Balance ! Dr/Cr
113 T g $100,042 67 . . 810004267 D

Note that the entry is mage'in the debit column and is also entered 1n the balance column_In this
case, the amount of the debit is the same as the balance since thiére was no previous balance 1n the -
actount. (Had there(Been such a balance. thisfentry would have been added to a debit balance or,
subtracted from a-credit balance and the new balance entered.) FinXly. 1n the last column a& entry
is made to show that fh\e net balance of this account 1s a debit (Dr) balance.

Each line of the journal entry is smi}arly posted until the entire opening entry ﬂa,s' been
completely transcribed to the.General Ledger. Ogening of the Genegal Ledger is now complete. At
this point a total  of nine General L'edger accounts will be open with balances the same as shown in

The column in the General Ledger account headed “Reference” is used to sllow the page or other
reference to tHe source of the enfry. In this illustration the entry “J 1" was made to indicate that
information for this entry was obtained from tife General Journal (abbreviated as.“J™") and that it
was found on page 1. Other references will be developed for other posting sources as they are -
required. By this method any item in the General Ledger may be traced back to 1ts ongin without

dlffiCUlty . ’

. Recording the Approved B'udgei -Intome = . ‘

The approved school district budget form provides information for recording the budget in the
General Ledger. v : _ :
Determining values to be entered  The information to be entered is shown in column 3 of the
budget form under the heading of Incorne - )
The income section of the General Fund budget might look like Bhis

|- IN‘COME ’ .
810() Federal Income . : '
N 8110 Maintenance and-Operation (Public Law 81-874) L .. $ 2500
8210 NDEA (Public Law 85-864) Co . - 1,000

-~

s
&




8.500 Comhined State and Federal Income

8600 State Income
8610 Pnncnpél Apportionment

8611 Basic and Equalization Aid and Suppiemental Support . . . . . . . . .. 277,528
\ . v 8616 EducationaPy Handicapped 1,148
) , ' % 8620 Special Purpose Apportionment . /
8622 Allowance for Transportation . .. . . . . .. ..+ 7,500
8700 County lncome . . . . 0
+ 8800 Local Income
8810 * District Taxes * -
8811 Secured Roll ‘Y 345,888
8812 Unsecured Rl . . . ... ... § 2,700
83900 Incoming Transfers s
8920 Other Tuition C e e 3,000
I . Total Estimated Income F .......

. $641,264

Each of the items of estimated income should be accounted for separately so that excess income
or income deficiencies may be readily seen. This is accomplished by the use of a group of accounts
known as the Income Ledger.

The IncomesLedger is a subsidiary ledger. The total of the original estimates entered in this ledger
agrees with the total of the General Ledger controlling account. Estimated Income. The subsidiary
ledger (Income Ledger) and the General Ledger are both posted from the same journal entry.

A The onginal entry of the approved income budget is subject to adjustment later if income
estimates change. .

Preparing «the jougnal entrv The General Ledger and subsidiary edger accounts and the amounts

for each are listed in the journal entry as a record of the estimated income, as has been done in the

-

following example" L,
J2- - ' . : 3 .
. Date”  Account Debit Credit
7-1-73 9810 Estimated Income $641,264.00
9710 ~Unappropriated Fund Balance $641,264 00
~
Account Subsidiary Income Ledger A
8110 ‘. Maintenance and Operation (Public Law 81-874) $ 2500.00
8210 , . Nationa! Defense Education Act (Public Law i
. 85864) ..... e 11,000 00
8611 Basic and Equalization Aid and Supplemental Support 277528.00 - -
8616 Educationally Handicapped .. ... .. ......... 1,148.00,
8622 Allowance for Transportation . 7.,500.00
8811 District Secured Tax Roll .* 345,888.00
8812 District Unsecuréd Tax Roll . ... ... 2,700.00
8920 Other Tuition ... . 3,000.00

To record estimated mcome for the fiscal year 1973-74 as cqptamed

in the official appraved bldget '

Several things should be noted about the preceding journal entry. First, this is :a General Journal
entry, just like the one used to open the book$ for the first time. This one, however, also carries the

information for posting a sub51d1ary ledger. .
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. Next, note that this entry is referred to as simply a journal entry, rather than a General Jburnal
- entry. This is usual practice. The term general is used only when there is a pOSSlbl.llty of;:onfusmn if
- it were omitted.

One should also observe the arrangement of the journal entry. The General Ledger amounts are
carried in the debit and credit columns, respectively. Subsidiary ledger amounts are carried to the
left and do not have the balancing feature of debits and credits. This simply means that the single -
postings“to the individual Income Ledger accounts reprcsent the breakdown of the total shown in
the Estimated Income, General Ledger. account.

¢ Pmtmg the General Ledger The journal entry for recording the approved budget is posted to the
General Ledger in the same manner as the journal entry that originally opened the books. as has
been done in the following examples. -

. . ’

Account 9810 ’ Estimated tncome ' Page 1
Date ) Reference ) Detot . Credit 4 Balance Dr/Cr ’
7-1-73 J2 $641,264 00 . $641,264 00 Or
N r )
Account 9710 Unappropriated Eﬁmd Balance ‘ Page 1
Date Referen e Det, 1 - Credit Batan e OriCr
7173 J1 . s 0455486 $ 9ab5a86  cCr

J2 ‘ 641,264 00 735,818 86 Cr

Note that in the Unappropnated Fund Balance account, this crednt 13 added to the credif balance
resulting from the original opening entry to give a new credit balance of $735.818. 86. the total net
‘ . assets and estimated income available for appropriation. .
“Posting the subsidiary ledger The subsidiary ledger. in this case the Income Ledger, 1s posted
from the detailed breakdown sltewn in the journal entry. Each account is posted to show the
unts carried in theh\journal e:h'y in thé “Estimated income™ and “Estimated to be recewed’”

columns. . 4 .
INCOME LEDGER
Account 8811 N District Secured Roll Taxes ) " Page6
Entirr gred Ariounts Tutgl re eved Estnated 1
Oate 7 Feferen s, iy e receved 1y date ., e receved

7173 J2 $345,888 00 - ' ' $345 888 00

Each Income Ledger account is similarly posted

-  Recording the Approved Budget - Expenditures

-

Expenditure values. like income. »alues are Idkel’l from column 3 of the expenditures section of
the official budget form, as has been done 1n the example that tollows
. A J

» - -~

Il EXPENDITURES AND OTHER OUTGO . : -
1000 Certificated Salaries -~

1100 Teachers’ Salaries , $360,000

. * 1200 School Administrators’ Salartes * - 20,000

1300 Supervisors’ Salarie$ ' 25,000

1400 Librarians’ Salaries 2.000

‘ 1500 Guidance, Welfare, and Attendance Salanes hat 10,000
- r,,1600 Physical and Mentat Health Salaries > g 1.500

.
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. 1700 Supenntendents §Ianes Ce ,, s .. ... .. $.10,000
. 1800 Other Certificated Salaries of Dlstrlct and County Admnmstratwe Offlces . 5,000
. }1900 Other Certificated Sataries . , 1,000
a . « Total Certificated Salaries e e e $434,500
2000 Ciassified Salaries
- 2100 Instructional Aides’ Salaries . . ’ C e . S 2,000
. 2200 Office of County Superintendent and#strict Administrative Personnel Salarie 3,100
N .7 2300 Clerical and Other Office Salaries e e 7,000
2400 Maintenance and Operation Salaries . C R S . 36,000
) . 2500 Food Services Salaries . ) . . .o 5,000
“ 2600 Transportation Salaries Lo e 5,000
. 2900 Other Classified Salaries . - . o . 500
Total Classified Salaries . . - ) ; i58,600
' ] N
3000 Emplo’y‘eg Benefits * .
3100 State Teachers’ Retirement System Fund Ce . 11,900
3200 Public Employees’ Retirement Fund % o 2,000
3300 Oid Age, Survivoss, Disability, and Health Insurance . . . 1,500
3400 Health and Welfare Benefits . o 900
3600 Workers’ Compensation insurance . . 900
Total Employee Benefits .. L $17.200
4000 Books, Supplies, and Equipment Replacement .. ' A .
t - 4100 Textbooks . . 2,000
. 4200 Other Books . R . Cow 500
- 4300 Insteuctional Supplies : . .. 2,500
4500 Other Supplies . . Ce . 800
4800 Equipment Replacement . . . . . S 6,000
“\. Total Books, S]ppphes, and Equipment Replacement . .. $11.800
5000 Contracted Services and Other Operating Expénées
5100 Contracts for Personal Services of Consultants, Lecturers, and Others . ’ 500
5200 Travel and Conference and Other Expense Reimbursed Ce L 300
- 5300 Dues and Memberships . .. . C . . . 200
5400 fnsurance . . . R R s 1,000
5508 Utilities and Housekeepmg Serwces . . . e 5,000
- 5600 Contracts, Rents, and Leases . . . . . C . 4,500
5700 Legal, Election, and Audit Expenses . . . . .* .. ... ... . Ce 500
5800 Other Services and Expense\ . . Ce e . . 4,500
5900 lnterprogram Charges and Credits for Dnrect Serwces .. . Ce 0
Total Contracted Services and Other Operational Expenses ) . . $16,500
6000 Sites, Buildings, Books and Media, anf New Egquipment .
6100 Sites and Improvemen tds . e . 2,500
6200 Buildings and Improvement of Buildings . C e . . 22,500
6300. Books and Meda for New or Expanded Litwaries -, . ) e 1,500
6400 ’Equupment . . C e Ce e . 7.800
Total Capital Outlay . . .. e $34,300

BRI | | 12¢)
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. 7000 Other Outgo / 3 ) )
- 7200 OutgoingJuition . . . . . e N $ 30,500 -
: 7900 Appropriation for Contrngencres B, e e e e PR 12,000
. . (- —_—
. ‘ v Total Othér Oulgo . . . . e . '#\M' .. $42,500
. TOTAL BUDGET .. .. ... ..« .. ... ... ..., $615,400

As with income, each of the expenditure items should be accounted{Ir séparately so that
expenditurés may be eontrolled within the various budget classifications. This is accomplished by
use of a subsidiary ledger usually known as the Appropriation Ledger. While separate accounts

i should be maintained for’each aof the required expen\ijt}l:ée classifications, additional subdivisions of
these classes may be maintained as separate accounts if needed. oo

Preparing the journal entrv This budgeted expenditure total of $615.400 totals the appropria-
tion to.the district’s programs; the programs provide a'classification of expendnture usage wmre the
objects provide a classification of expenditure sotirce.

.

- This procedure is shown in the following example: /- -
Date  Account i _ Debit Credit / . .
7-1-73 9710  Unappropriated Fund Balance. ‘ $615,400.00
) 9820 Appropriations $615,400.00
Account Subsidiary Appropriation Ledger ‘ )
1100 Teachers’-Salaries . $360,000
1200 School Administrators’ Salaries . . . . .. .. .. ... 20,000 -
1300 Supervisors’ Sataries . . . ... ... 25,000
1400 Librarians’ Salaries . 2,000
1500 Guidance, Welfare, and Attendance Salanes . 10,000
1600 Physical and Mental Health Salaries . .. . . .. ... 1,500
1700 Superrntenﬁents Salaries . LT * 10,000
1800 Other Certificated Salaries of District and County
Administrative Offices 5,000
1900 Other Certifieated Salaries < < 1,000
2100 Mmstructional Aides’ Salaries S 2,000
2200 Office of County Superintendent and District Admrnrstratwe
Personnel Salaries R . 3,600
2300 Clerical and Qther Office Salarles g . 7,000
2400 Maintepance bnd Operation Salaries 36,000
2500 Food Services Salaries 5,000
2600 | Transportation Salaries . . . . A 5,000
2900 Other Classified Salaries . C 500
3100 State Teachers’ Retrrement System Fund ......... 11,900
3200 Pubiic Employees’ Retirement Fund 2,000
3300 0id Age, Survivors, Disability, and Health Insurance 1,500
3400 Health and Welfare Benefits . . . . .. ... . ..... 900
3600 Workers ' Compehsation Insurance . . . . . . . r ‘900~
+ 4100 . Textbooks . . . D IR 2,000
4209 Other Books . .\ . ... .. . . ) . 500
4300 Instructional Materi Is andSupplies . . . ... .. . ... ... .. . 2,500
4500 OtherSupplies . .\ . .... . . .... 800
4800 Equipment Replacement . 6,000
5'00 Contracts for Personal Services of Consuitants, Lecturers, . ;
and Others . . . . . . . . . e 500
5200 Travel and Conference Expense Rermbursed ............ 300
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¢, 5300 . Dues and Memberships o0 . . C $ 200
5400 Insurance * . . .- Cee e T 1,000
5500 Utilities and Housekeepung Serwces . A 5,000
5600 . Fontracts Rents, and Leases LT _/ 4 500
5700 Legal, Election, and Audit Expenses — . 500
5800 Other Services and Expense . o . 4 500
5900 Interprogram Charges and Credits for Direct Serwces .. . -0—
6100 Sites and Improvement of Sites . . . . 2,500
6200 ' Buildings and Improvement. of Buildings . 23 500
300 Books and Media for New or Expanded Libraries . .. 1,500

6400 Equipment - . .. . 7.800

7200 Outgoing Tuition . . . 30,500

7900 Appropnriation for Contingencies o . . 12,000

" The preceding j joun al entry is similar to the one recordmg estimated income L\Lk,pt that the total
of appropriations 1s deBited to the Unappropnated Fund Balance account The total appropriations
to all accounts n the Appropriation Ledger must agree with the balance in the General Ledger
controllmg account, Appropriations.

Posting the- General Ledger The joumal entry for recording the approved appropriations 1s
posted to the General Ledger in the same manner as the original opening entry and the entry
recording estunated income. as hq&bcen done m these examples

. \
Account 9710 ] . Undppropriated Fund Balance

Date Reference Debit Credit Balance

7-1-73 J1 $ 94,554.86 . $ 94,554.86
J2 o 641,264.00 735,818 86

7

J3 $615,400.00 . 120,418.86

Account 9820 ) Appropriations

Date Referen e Credit Batance

-~ N s
7-1-73 J3 . $615,400.00 $615,400.00

—

- P
-

Note that the debit to the Unappropriated Fund Balance account“as been subtracted from the
previous credit balance to produce a new credit balance of $120,418. 86, the remaining
unappropriated fund balance after the estimated income and budgeted approprlatlons have been
posted.

Posting the Appropriation Ledger The subsidiary Appropnation Ledger is postpd from 4he
journal entry in a manner similar to that used foy posting estimated mcome as shown in “this
example .

\

)
!

APPROPRIATION LEDGER *

Account 1100 Teachers' Sqlarieé Page 1

Unencum-
Refer-  ~ Appropri Encum- Encumbered Expended & bered
ence ation brances to date Expended to date balance

1 “$360,000.00 ' : $360.,000.00
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The preceding form differs from the Income Ledger form because it m¥st carry space for entering
encumbrances as they occur, as welf as expenditures. The amount appropriated for this account has
been entered in the “Appropgﬁtlon” column and again in the “Unencumbered balance” column. As
amounts are later, entered ip the {Encumbrance” or “Expendlture” columns, the “Unencumbered
balance” columh wjll be adjusted accorMgly . -

its respective appropriation.
illustration on page VI-16. )

It should be noted that e appropriation to a program is a collection of portions of single objects
of expenditure (such as teachers’ salaries) that are controlled with the Appropriation Ledger. The
program appropriation is the total of all of the direct expenses expected to be incurred on behalf of
the program. ’ .

Because the Appropnatlon Ledger contrdls expenses by. objects, it is not essential that expenses
also be controlled by program when a district records expenditures by site (of location). Control of
progr%m expenses can be delegated #othe principals (or site managers) within the limits of fixed
object appropriations. For example, if a given school (site)} is- budgeted $75,000 in instructional
supplies, this amount will provide district control on the site on this object. The site may allocate

When appropnatlon\are aflocated to programs, each of the program ledger cards is posted with’
n le of a possil?]e')gram ledger card is displayed in the-

. this $75,000 to its several programs, and the district may record these allocations as part of. the

not control thgZamount of instructiohal supplies appropnated for a particular program because they

appropriations to the site’s programg. Districts using manual or bookkeeping machine systems need
controI the tptal appﬂ.‘pnatlon to the 51te .

the pr gram [eports to the program budgets to observe discrepancies in an ObJeLt of any particular
program. (
. : C 'y .

Recordlngth\Approved Budget —Reserves \ | / 4

Reserves are portlons of the balance remaining as unappropriated funds that are not available for
approprlatlons such as amounts in the Revolving Fund, Stores, and Prepaid Expense accounts. A
General Reserve account s recommended to help fmanue the district in the year following, prigr to
recetpt of tilat year’s income.

The valus set aside in these reserves are contamcd in thc official budget. column 2,
opposite Ending Balance. These are used to prepare the journal entry, asgy/this example

-

A

’ Date  Aécount Debit Credit -
7-1-73 a71b - Unappropriated Fund Balance . . $120,419.00 /
9610 Reserve for Working Capital . .. ........ $ 207200
9630 - General Reserve ...... . ..... 118,347 00
: To re;:ord reserves for Working Capital and General Reserve, fiscal
year 1873-74, as contained in the approved budget
This journal entry is then posted to’the General Ledger in the usual manner d
R LA
Account 9710 Unappropriated Fund Balance Page 1
Date Reference Detut Crecht ~ Balance Dr/Cr
é 7-1-73 J 1‘ , $ 94 554 86- $ 94,554 86 Cr
N ) - 1 641,264 00 735,818.86 Cr
RER $61?0,00 2 120,418.86 Cr
‘i ) 1262%19.00 014 y0r
- .
- . \
N .
’
. " oas
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PROGRAM LEDGER
Program A X , Page 1
Account: ' App{opriation: $32,000.00
’ Books, sup- Contracted . .
. Encumbrances Certificated Classified plies and services ’ Direct
Refer- salaries and  salaries and equipment and Capital  Available support
Date " ence Description Réfyved— Cancelted benefits benefits * replacement other outlay balance charges
7-1-73 J3 Budget appropri- (Optional) '$32,700 $4,306 $2,500 $1,500 $1,000 $32,000 $1 .600
v ation {may be - -
e memorandum only)
7-31-73  PJ - July payroll— 1,800 \ -— 30,200
teachers’ salaries N ’
= -
-
* - ' ‘
. ’ -y
- LI . >
[ =]
.
* ’ '




i .
.y .
Account 9640 Reserve for Working Capital . . ~ Ege 1
. -
Date - yReference Debit_* Credit Balance Dr/Cr
7173w u4 o : $, 2072.00 $ 2072.00 Cr
B . T -
Account 9630 ) General Reserve Page 1
Date X Refeténce Debit - ' Credit Balance Dr/Cr
7173 - Ja .. $118,347.00 $118,347.00 Cr

]
A

Notf:‘ that the amount debited to the Unappropriated Fund Balance account is slightly greater
than the previous balancg of that account, and this results in a debit balance of 14 cents. Small
discrepancie$ are likely to occur because the district’s books are maintained'in exact amounts,
including cents, while the ofﬁc‘%] budget form is made out to the nearest dollar only. -

At this point the General Ledger has been opened, and the official budget has Been recorded. A
trial balance will show the net results of the entries made thus far. The trial balance is a list of the
General Ledger accounts and the debit or credit balance for each account. The total debits and the
total credits must be equal, indicating a balanced General Ledger. The trial balance of the General

Ledger at’this point looks like this: ¢
Account . ' Debit " Credit .
9119  Cashin County Treasury [...... .v.. ......... $100,04267 T ,
9130 RevolvingCash Fund . ............ ........... © 500.00
9140 Cash Collections Awarting Deposit .. ............. 24.17
9160  Accounts Receivable ......................... . 159788
9f%0  Due from Other Funds ........ foei 694.39
9220 Prepaid Expenses . ... ... et e 1572.38
9310  AccountsPayable ........................... $ 9,763.45
9530  Dueto Other Funds ... . ..................... © 19398,
9610 . Reserve for WorkingCapital .................... : 2072.00
9630 General Reserve .. .".......... e & 118.347.00
. " 9710 Unappropriated Fund Balance . ................. 0.14 ‘ ’
9810 Estimated INCOME ... ...oooooee oo, &41.264.00
) 9820 CADPIOPIIALIONS . . ... it e ~_615.400.00

" $745,695.63 . $745,695.63

The. appropriations, having been posted both to the program ledgers and to the subsidiary
appropriation ledgers (objects of expenditure), should be checked to assure that the two are equal.
Recording-Encumbrinces ’ d

Effective expenditure control requirés not- only the recording of cash expenditures and the
charging off of assets and prepaid expenses but also the recognizing of expense obligations.

-Encumbrance procedures that serve to reserve or restrict portions of the budget appropriations of
the district for which definite commitments or contractual obligations have been made may be
incorporated intgi the accounting sysfem of a school district. .

The method of determining amounts of encumbrances to belentered into the accounts may vary
with the .accountihg methods used in the district and witﬁ\ the type of tran;actioﬁs being
encumbgred. ' : .
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Certificated Payroll Encumbrance Summary .

Classification.’ : ) 1200 1300 ' 2700’ ‘
Name # *| - Month - Month Year Month Year ‘Totals,1000

Superintendent i . ; ‘
Bartlett, James . . $1.050.00 \812,6Q0.00 | $ 12,60000 .
Assistant Superintendent . ) o ) ' . -
Garcia, Fred 750.00 |- 9,000.00" 1 9,000.0Q

A

Principals . :

~ « Campbell, George | 1+$ 6,000.00
Harmon, Robert [, 6,000.00
Hotzel, Frank ., | 6,000.00
Lawrence, Charles ... . : ' 6,000.00

Supervisors . . .
Evans, Raymond . $ 5,400.00
Johnson, Arthur 6,000.00
Pont, Elizabeth ‘ ' 4,800.00
Sorenson, ‘Albert ) . 4,200.00
Wade, Johnsog . . : - Y : ‘' 3,600.00

Teachers ! ‘ :
Alter, Ruth '$ " 4,200.00 . S 4,200.00
Bennett, Betty 4,200.00 * 4,200.00
Curren, Patricia - 4,500.00 i . f4,5‘00.00

Total encumbered *360,000.00 24,000.00 429,600.00
7-15.73 - . . . N
Bennett, Betty— | ’ ) T
regignation . . . -35000 | —4,200.00 - ' ( .| —4,200.00

)

.

29,650.007 355,8(!).90 R 24?Q00.00 425 ,400.00
: — ¥
450.80 5,400.00 ' . . 5,400.00

$30,100.00 | $361,200.00 $24,000.00 | $430,800.00

.
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Aruitoxt provided by Eic:

-

-Because districts may need to distinguish reservations or restrictions of appropriations from
* actual expenditures, it 1s recommended that Encumbrances and Reserve for Encumbrances accd ts
be used in the @encra) Lnger and that encumbrance amounts in the a yropriations subsidigry
accounts and thes program ledgers be recordéd in a separate column or‘i‘n/g‘t‘lqh a manner that they
may be didtinguished from actual expenditures. ) . s
Encumbering programs is optional since objects may be encumbered and controlled. Distncts
with manual and bookkeeping machine systems that break costs down by sites (or locations) will
tind encumbering programs rather difficult; whereas districtg with data-processing equipment will be
‘ableé to encumber prégrams at the same time they tncumber therr appropriation ledger objects af
expenditure. ‘ o v 3 . - o
Encumbening offfulines At the beginning of each year. the total ‘annual salanes of personnel
employed for tt year may be defermined for purposes of encumbering appropriations for paying
these salaries during the year Similarly. the total monthly salaries of these personnel should be
obtained for the purpoée of removing that amount of encumbrance when a monthly salary payment
is made Totals of the annual and monthly salaries must be adjusted for"pcrs'onncl changes and
salary rate changes. . e
Although the salary encumbrance summary may differ in d'ctafl depending on the methods of
accounting used by the district. a schedule such as that, illustrated in the Certificated Payroll
Encumbrance Summary on page VI-18 may adequately senve this purpose Basic requirements are a
complete accounting for all personnel having salaries to be encumbered. a grouping of these salaries
to provide monthly and annual salapy totals by budgct classifications. and provisions tor recording
changes an.personnel and salares
TR Certificated Payroll Encembrance Summary ‘illustrates the adjustment in encumbrance totals
that must be'\rccogmzed..whcn personnel changes‘occur
Journal entnds to~r‘ccor_d the salary ‘encumbrance trahsactions shown 1 the Ceruficated Payroll
Er}cumbrancc Summary are as Mlows ) v . .
J12 . .
Date Account . ’ Debrt . Credit

7173 8830 (Encumbrances - $429,600 00 '
9620 Reserve for Encumbrances ‘ $429,600 00

-

Account Approgriation Ledger
1100 Teachers’ Salaries- . . $360,000 00
1200 School Administrators’ Salarres 24000 00
1300 Sugervisors’ Salar.es ~ © 2400000
1700 Superintendents’ Salaries 21,600 00

To record salary eneumbrance for certificated staff employed 7 173
&

-

J13
71573 9620 Reserve for Encumbrances, $4.200 00
9830 Encumbrances ™ :

" $4,200 00

»

Account Appropriation Ledger >, .
1100 Teachers’ Salaries p 54,200 00

-

To cancel 12 months’ salary encumbrance for B-Bennett, resignation, 7 1573

9830 Encumbrances . $5,400 00
9620 Reserve for Encumbrances .




’ ‘e . Co ) - ! v ‘, } .u- ' . -~ ¢
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- Appropriation Ledger,

, 1100 Teachers Salaries .............cc0ouvivininn.s 351306.00
¢ ' To establish salary encumbrance for 12 months’ payment of T. Thompson, ’ ‘
employed 7-20-73 . . . . o
, . ' i . . Y ’ ’ . » .
g The posting of the preceding entries to the Ggneral Ledger is as follows: , .
Account 9830 Encumbrances . ' Page 4
Date Reference * Debit " Credit Balance Dr/Cr | .
7-1-73 J12 $429,600.00 $429,600.00 Dr ( *
7-15.73 J13 . $4,200.00 * 425,400.00 £.Dr
72073 J14 5.400 00 430,800.00 Dr
- . ‘
" Adcount 9620 Reserve for Encumbrances _ i
o * Date Reterence Debit Credit ¢ Balance Dr/Cr .
7173 412 $£429,600.00 $429,600.00 Cr oy
7-15-73 J13 $4.200 00 - 425,400.00 , Cr
S 12073 fm . 5,400,00 430,800.00 Cr
The posting of the Teachers’ Salaries account to the subsidiary Appropriation Ledger is illustrated
, as follows ' . ‘ -
] APPROPRIATION LEDGER ‘\
Account 1100 7 . Teachers* Salaries Page5 ~ . .
4 . Unencum-
. Refer- Appropri Encum- Encumbered * £ xpended ) bered
Date + ence * ation brances - to date Expended to date balance
7173 J12 $500,000 00 $429,60000 $429,600.00 $70.400.00
71573 . J13 500,000.00 4,200.00Cr 5,400.00" 74,600 00
7-20-73 J14 500,000.00 5.400.00 430,800.00 69,200.00

[ ]
In the foregoing illustration, it has been assumed that.the changes in personnel were made prior
§ to payment of any payroll in that year. It is important, however, that mbrances be feduced by
the unpaid jnstallments of the annual salaries of personnel leaving the payroll and increased for the
unpaid installments of personnel being added to the payroll. ? ' '
+ Adjustments of encumbrances for salaries paid is discussed in the section, Recording
Encumbrance Adjustments—Salaries. o )

Encumbering of oﬂ{er expenses Effective expenditure control requires the establithment of a
procedure to reserve or restrict appr(h)riations\for obligatidn of nonsalary types of expenses as well .
as salaries. . Y -

If the purchase orders are drawn irf order to confirm orders for all materials and services to be
purchased by the district, they may be used for encumbranCe oses./A sample of a purchase
order is shown on page VI-21.

The methods of encumbering purchase orders may vary from the direct posting to the
Appropriation Ledger subsidiary accounts from the individual purchase orders to some form of
summary recording for groups’of purchase orders. When a record of the individual purchase orders
contained in a summary recording is desired, a Purchase Order Encumbrance Summary such as the

, one on page VI-21 might be used. . -

- °

" /

\\
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. . PURCHASE ORDER ‘ No.2
e . To' Student Supply Company " Date: July 10, 1973
. N ' ’
> N Ordered by v |
school - .
4 e ’
» 7 From: ’ ) School District
L [ . . - Appropriation
- . ; 5 Ledger Account 4300 . .
- - s «
. Deliver to. 100 Mau‘n Street
: ¥
Unit Ampunt
Received Quantity| Unit item price Amount cancelled
65 1,000 |Ream | Newsprint ~ 8060 | s60000 | sai7 |,
100 | Gross | #2 schooel pencils - 300 30000 |
» 300 Box | Crayons 0.30 + 90.00 ) \\
: - $990.00 |
' Payment Récord: .
. - — <
P Date: July 20 v - o
. Amount: $41.67
Y .
) . ) ) {
Purchase Order Encumbrance Summary For July, 1973
* Il
, _Aopropuetaon Pur-hase order Amountiof
! Vendor's Name account number Date number encumbrance
Justrite Roofing Cémpany © 4500 10 1 . $ 80563
' Student Supply Company : 4300 . 1 2 990.00 ¢
L.A. Detergent Company 4500 ’ 26 3 50.00
’ Total . , D $1,845.63

A journal entry to record thé encumbrante in_formation’}ontamed in the summary 1s illustratpd

as follows . A
. . . .
J15: ’ ’ Y X
Date  Account Debit ~Fedit
i ,
" 7173 9830 Encumbrances - ) -$1,845 63
9620 Reserve for Encumbrances . A $1,845.63
- * .
/‘ ’ Account Appropriation Ledger ‘
4300 Instructional Supplies .. ............. .. o $990.00
4500 OtherSupplies . ........ . ... e 855.63 .




-

The posting of the Other Expenses of Instrucnon item to the account in the subsxdxary Appropna-
tion Ledger is illustrated as follows: 1

~

- * o OPRIATION LEDGER
Account 4300

Instructional Supplies Page 5
r

7
‘ N . . i Unencum-
. Appropri- | Encum- . Encumbered Expended - bered
Date Reference ation brances to daté «¥  Expended to date balance
7-1-73 J 15 $5,000.00 $990.00 . $990.00 $4.010.00

?

The instructions for recording encumbrance adjustments in this section outline the procedure
used to adjust encumbrances when payments are made involving encumbered purchase orders.

Recording lnéome and Other Cash Receipts

Source documents for posting income are apportionment notices from the courdty superintendent
of schools for deposits made directly to the county treasury or coples of receipts for momes
received directly by the district. ,

An apportionment notice from the county superintendent of schools is Lllustrated in the Typical °
Apportionment Notice on this page.

Each of the items of actudl income should be accounted for separately so that they may be
compared with income estimates. This 1s accomplished by posting receipts to the Income Ledger.
The total from any given apportionment notice is postad to the General Ledger, and individual
items are posted to the subsidiary Income Ledger.

TYPICAL APPORTIONMENT NOTICE

County of

To ] School District

This 15 to certify @88t income noted below has been received and has been placed to the cred:t of
your district on .

Date g

Basic and Equalization ‘A:d and Supplemental Support .
Educationally Handicapped Minors

Allowances for Transportation

Tax Relief Subventions . .

Community College Tuition Tax

District Secured Roll Taxes

District Unsecured Roll Taxes

Other Income (Describe)

i

Prepanng the journal entry for income deposits’ made directly in the county treasury The journal
entry to record income receipts ‘lists the General "Ledger And subsidiary ledger accounts and the
amounts for 2ach as in the following example: :

0
v




w

~, Date  Account . © Debit Credit

. 7-20-73 9110 Cash in County Treasury - *
9840 Income -
Account Subsidiary Income Ledger
8811 Ijlstrlct Secured Roll Taxes ............. ) ,
8812 District Unsecured Roll Taxes ...........
8611 Basic and Equahzatnon Ad .............

To record income received on apﬁomonmenrnotoce dgted 7-20- 73

The journal entry is posted to the General Ledger in the usual manner.

" The subsidiary Income Lgdger is posted from the journal entry in a manner similar to that used
for posting estimated incorte. Each account is posted to show, in the amounts received portion, the
- amount of the ledgers that has been carried in the journal entry, as has been done in the following

example Lt
. Y ,
INCQME LEDGER
Account 8811 District Secured Roll Taxes - . Page6
h Estimated Amounts Fotal receved Estimated to
Date Reference income receved 10 date be received
7173 J2 - g $345888.00 A $345,888.00
© 7:20-73 J_ . ; .
4 N . ’
= INCOME LEDGER .
Account 8812 . N District UnseC/ed Roll Taxes Page 1
Estimated ’ Amounts Total receved Esnma!ed to
Date . Reference income received . to date be received
7-1.73 . J?2 $2,700 00 . $2,700.00
7-20-73 J— " e
rd .
INCOME LEDGER
Account 8611 ‘ . Basic and Equalization Aid Page 1
) o Estimated Amounts ' Total receved Estimated to
Date ° =~ Reference B income receved ° - 10 date be recetved

7173 J2 * $27752800 S : $277,528 00

. A summary of receipts issued for cash received directly by the school d}stnct serves as the basis
for preparing the journal entry to record this type of income and other cash receipts. Abatements of °
expenditures are treated in Part 111 of this manual. If this summary is a formal record, it might look

like this example of a Cash Received Journal: .
J/ 3 - -

. . . T vi-23
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Cash Received Journal Month of July, 1973
Current income Abatements of General Ledger
/ expenditures
Date Description Received Account  Amount  Account  Amount Account  Amount
7-3-73 Receipts 8110 B 5800 —
Nos 6801-6815 - 8842 _
8850 )
4300 -
- 4300 _
. 4300 -
. 8880 :
Totals

Preparing the journal entry to record cash received direc t[\;\ by the school district The journal
entry to record.actual income and other cash receipts mccu»Ved directly by the school district lists
the General Ledget and subsidiary ledger accounts and the amounts for each. For example

Date  Account ‘ Debit Credit
73173 9110  A€ash in County Treasury '
9840 . Income N i
, 9850 Expenditures -
Account %gy Income Ledger
8110 Maintainance ang Operatoon (Public Law
81-874) . . Ry
8842 Sale of Equipment and Supploes e )
, 8850 Rentals . - . -
8871 Adult Education Fees .
8880 Miscellaneous
Subsidiary A ppropria tion Ledger
4300 # Instructional Suppl:es . e ..
5800 ¢ Transport;\fron Payments from Other D»stncts ......

To record receipts numbers 68016815

~

The General Ledger is posted in the usual manner. The subsid‘iary Income Ledger 1s posted in the
-same manner as that illustrated under income deposnts made directly in the county treasury.
The subSIdlary Appropriation Ledger is posted-in the same manner as that shown under

expenditures as in the following example:
»

g

" APPROPRIATION LEDGER

. /
Account 4300 Instructional Supplies Page 2
Outstanding " Unencum-
Refer- Encum Liquida- encum- Expended \ . bered
Date ence brances tions E xpendej ,’\brances to date Budget balance

413173 ' 1 ~




.

ré

APPROPRIATION LEDGER r,

Account 5800 Payments from Another School District . Page 1

h . . QOutstanding Unencum-

Refer- Encum- Liquida- encum- Expended . bered
Date o ENce brances tions Expended *  brances to date Budget balance
7 D > p
7-31-73 B
«
. - - .-
Recording Expenditures and Othelr Disbursements—Salaries * . )

Salary expenditures are generally more efficiently posted by total from the paygoll payment
order. or similarly titled }isting, which is an itemized, detailed \ist of individu laries for a
particular payroll. A summary of amounts to be charged to the various expenditure cliilifications is
needed for this procedure (see California School District Payroll Payment Order

Very rarely, such as when accounting salaries for a one- or two-teacher s
paid might be entered directly in the General Journal.

tvidual salaries

> -
Prepaning the journal entry The journal entry to record payroll payments lists the General
Ledger and subsidiary ledger accounts and'thynounts for each, as in the foflowing example:

Date Account ) ‘ . «  Debit Credit

73173 9850  Expenditures : $40,275.00 v/
9110 Cash 1n County Treasury, $40,275.00

Account AppFopriation Ledger .

1100 Teachers’ Salaries ........... ... .. e e $32,000.00

1200 School Administrators’ Salaries . ... ...... ... . 1,600.00

1300 | Supervisors’ Salaries .. ............. C e . 2,000.00

1600 Physical and Mental Health Salaries . . ....... C 125.00

1800 " Other Certificated Salaries of District Administration | 800.00

2200 District Administrative Salaries ...  ..... ...... 250.00

2300 Clerical Salaries . ... ... ... . . . ... . .. 650.00

-2400 Maintenance and Operation Salartes ... .. cee 2,850.00

To record expenditures for payroll histing number 1 for the month of July
Posting the General Ledger The journal entry for payroll expenditures is pested to the General
Ledger in the same manner as previous entries, ‘as irf the following example.

- Account 9850 ) Expenditures Page 1
Date Reference Debit Credit Balance ’ Dr/Cr
7:31.73 J8 $ 40,275.00 ¢ $ 40,275.00 _Dr-
Account 9110 A Cash in County Treasury . . Page 1
Date Reference Debit Credut Balance Dr/Cr
7-1-73 J1 $100,04267 . $100,042.67 Dr
7-31-73 . J8 ’ K $40,275.00 59,767.67 . Dr
~ -
Note that the posting to the cash account is a credit entry that deducts from the previous balance
to give a new debit balance of $59,767.67. -
135 VI-25
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A . . h * U * California School District Payroll Payment Order
T 0 .-‘ = N = -[
Ly Expendi+
4 i / . ture ' | ’ T4 With- .
. Warrant . classi- . Period Gross + Soaial Retwe- [v. holding e
B g » Employée hame * number Occupation or title fication ending earnings | Security | ment tax . Other Net pay
N K Ad ’ 1
Abbott, Etlen .. ....... 2200 | Teacher ....... ..... 1100 »7} 7-31-73 [ $ 500QQ $ 40.00 j $ 80.00 | $ 21.00 $ 359.00
Adams, George .. ...... ,2201 | Custodian...... ... | 2400 Co 350.00 | $ 9.00 21.00 18.00 12.00 1 290.00
Allen, Rose .......... ™N2202 | Teacher-........ .. .| noo 47500 35.00 | '68.00 | 1650 355.50
? Arnokd, Robert . . ... .1 12203 | Teacher ............. 11Q0 550.00 48.00 60.00 25.00 w 417.00
) . AsFiworth, James . ..... 2304 Assistant Superintendent 1700 900.00 70.00 150.00 28.00 . 65200 p
- Bailey, John ... .. P 2205 | Teacher ............. 1160 ) 580.Q0 ¢ 5000 |. 75.00 22.50 432.50
Banner, Roger .. ..... 2206 | Principal +........... 1200 750.00 - 62.00 90.00 26.00 _ 572.0 .
. Boyd, Alice ... ... +.| 2209 | Secretary ..... . ....| 2300 R 300.00 750 16.00 21.00 || 12.00 ™y 24340
Brown, Thomas ...... 2208 | Teacher ... ......... .l 1100 530.00 | O 45.00 61.00 18.00 4906.00
g?‘ter, Mabel . ..... T, 2209 | Teachg¥ ..... ........ 1100 500.0Q . 42.00 65.00 24.00 |- 369. v
oss, Arthur .. ....... 2210 | Custodian -........... 2400 - 375.00 10.00 2250 12.00 18.50 312.00
Curran, Jane .. .."&. ?| 221 | Teachet ........ o 1180 - : 475.00 38.50 60.00 2100 355.50
. Y b\—g_/gu__‘__x\__) - e —
. ' A - { , Y
[ D I+ ) : ] S o e LA $6,285°00 1" $26°50 17 $490°00 $760°00 $244 50 $4,764.00 .
Expenditure Classification Summary" '3,610.00#!‘ . . - N E
’ 750.00 o
: - 90000 |2 . . »
" 7 300.00 ’ .
. 725.00 h
$6,2856.00 — 1 3 7
. ‘ - - R Y )
- - 4 /
v é , » -
' 4 Y Y
L '@ ‘ ® }
- . . -
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. Posting the Appropriation Ledger Entries in the subsidiary Appropriation Ledger are made in the
expendlture column in each case, as shown in the followmg example: .
4
. APPROPRIATION LEDGER 3
Account 1110 ) Teachers’ Salaries / Page 1
) ) v Unencum-
Refer Appropri- Encum- Encumbered E xpended bered
Date ence * auon brances to date E xpended to date balance
7-1-73 J3 $390,000.00 . " . $380,000 00
J5 390,00000 $390,000.00 $390,000.00 $32,000.00 0.00
7-31-73 J8 390,000.00 - 390,000.00 . $32,000.00 32,000.00Cr

» ’ . >,

In normal procedures the liquidation of an amount corresponding to the payment takes place
simultaneously with this posting. The liquidating entry is described in the section headed Recording
Encumbrance Adjustments—Salaries, following. For purposes of explanation, this account will be
carried this way until the liquidatigg entry is posted.

Note that the “Appropriation,” Encumbered-to-date,” and “Expended-to-date” columns are
carried forward with each posting. - , C

Entries in the program ledger are posted by object classification in the appropriate columns in the
program ledgers, then subtotaled on the object of expenditure card in the Appropriation Ledger.

The total postings to the pfogram ledgers for the object classification (teachers’ salaries) will
amount to $32 000 which can be subtotaled in the Appropnatlon Ledger (see sample program

e e S g e

. Iedger, page VI- 18y~ - T T T . e~
‘ Recording Expenditures and Other Disbursements—Other . 1
! Payments to vendors are usually made at regular intervals, monthly or.oftener. and listed on a

warrant register that can be used as the source to enter the total expenditure. Like the pavroll
charges, the amounts to be charged to the various expenditure classifications will need to be
summarized (see California School District Warrant Register Number 1 on page VI-28).

Other expenditures. such as a distrled’s retirement payments, repayments on loans, and the like,

- . | which are disbursed at the county level, may be entered individually as reports are received from the
office of the c\ounty superintendent of schools. Expenditure transfers between funds of a district
require a simifar entry. It is possible to include all such items in one listing and to enter the total in
the General Journal with a summary of amounts to be charged to the various expenditure classes. In
either procedure, reference to the original report or notice should be made, and such documents
. should be kept readily available. )
Prepanng the journal entry The journafl entry to record vendor payments or other cxpenditure
items lists-the General Ledger and subsidiary ledger accounts and the amounts for each. This journal N
entry 1s posted to the General Ledger and the Appropnatlon Ledger as illustrated in the entries that
follow: .
\ *
Date  Account Debit Credit -
™~ 7-31-73 9850 Expenditures $6,245.00
9840 Income 500 00 . ’ .
9100 Cash $6,745 00 '
Account ' Apprépnat:on Ledger
. 4500 Other Supplies .~ . . . .. .. .- ‘ $1,620.00 ~
4100 Textbooks . ... ... - .. . e, 3?;0.00




-
H

. v . - . e . [ 3 e f -
4300 ~ Instructional Materials 8nd Supplies .. ............ $ 47500 gy
5500 o Utilities and Housekéeping Services . . .. ... e, . 1,300.00 .
6200 New Buildings and Improvement of Buildings . . . .. .. 2,500.00 s
‘ N
) Income Ledger
8110 Maintenance and Operation (Public Law .
s ‘ ABIBIA) 500.00
; 'I:o;ecord'expendntures for Warrant Register Number 1 for the month of Jaly
. » ] . , -
L4 - = Y
v -
. CALIFORNIA SCHOOL DISTRICT : . %
- Warrant Register Number 1 Date. July 31,1973
N » » . ’
Warrant Expenditure )
number Vendor classification Amount
1 Aldrich &Aldrich, Inc. g .. ... VR 4300 $ 48.06
N 2 American Book Co. .. e 4100 350.00 .
3 Bgsx Music Company .. e 4300 210.00
4 E.P. FimganCompany ........ ....... ..... 6200 2,500.00
5 OfficeSupplyCo..... ...t o o L. 4500 65.00
6 Pacific Gas & ElectricCompany . .. ........... 5500 700.00
7 Pacific” TeYephone & Telegtaph Co.:....... creeens 55’99 600.00
8 Read’s Fence Company ....................... 4500 87500 -
“ 9 SupCustodial Supplies ....................... 4500 680.00 «
10 Taylor's School Supplies ....% ... .... ....... 4300 216.94 .
11 US Treasury s '
- (Abatement of incoreey) 81 10 . s e e : 500.00
mar ......... S e - $6,745.00 .
¥ ’: : - )
7 L3
Expendlture C/ jon Surpmary. . R N
4100 Tep,tbooks .......................... Yo $ 350.00
4300 Instry alMatemls,and Supplies .............. 475.00 ,
. 4500 OtherBagdides ..l... 1l 1,620.00 R
5500 Utihtiess Houseketprng Services .............. 1,300.00
) 6200 . New Buifthngs and Improvement of Buildings . . 2,500.00 S
e -t - $6,245.00 . .
B ’ . \
4 Inco ssificatioMmma_ry: . i ,*
8110 Maintenance and Operation (Pubjic Law81-874) . . )
abatement ... ... ... 50000
s : ' i 500.00
-* . L 3 -
g . $6,745.00
3 N X
N f
1 j + -
Pogsting the lncome Ledger This _postmg to the subsndlary Income Ledger is an example of an
abatement of income. . L~
v [ - ’ ’ .
. ‘ 1 J 9 : s/
1 i )

hd




INCOME LEDGER
Account 8100 Maintenance and Operation (Public Law 81-874) ) Page 1

~ »
. - Estimated Amounts Total received Estimated to
Date Reference income recewved i to date be recewed

7173 o $2,500.00 . ’ $2,500.00
_ _ 2,500.00 - $2,400.00 $2,400.00 100 00
7-31-73 I 2,500.00 500.00 Cr 190000 - 600.00

Reco!dmg Encumbnnce Ad}ustments Salaries b e )

The amount ¢ encumbram:e to be adjusted or liquidated when salary payments are made is the
sam-amount as is being paid’ psovided such amounts.have been encumbered. This procedure will
leave the proper balance of encumbrance for each succeeding month if there is no change in rate of
pay. i S

Further adjustment is necessary for changes of contract, terminations, and the like. It is generally
preferable to liquidate the exact amount of the payroll posting and to pick up additional
adjustments in a separate posting from a list of changes. For example, a payroll expenditure of
. 340,275 represents the regular monthly payroll for salaries encumbered for the year. However,
because one employee terminated in July and received less than a full month’s salary, the difference
between the individual amount encumbered, $300, and the amount paid and hquidated, $200,
represents a cancellation of $100 to encumbrances for July i in addition to the encumbrance for the
rest of the year, 33, 300, or a total caneellation of encumbrances in the amount of $3.400. The
person réplacing this emp]oyee was pard $50.in. _Ju]y and will be paid $2,750 for the rest of the year

This 1s an additional total encumbrance of $2,800. The net adjustment to encumbrances is a
. reduction of $600: The Certificated Payroll Encumbrance Summary illustrated in this section (see
page VI-18) provides fora method of adjusting salary encumbrances.

The use of some machine' systems makes it more practical to liquidate all encumbtances for
sgjgries at the time payroll expenditures are posted and to reencumber the adjusted amounts for the -
remainder of the year. ‘

Preparing the journal entry  The journal entry to record encumbrance adjustments lists the
General Ledget and subsidiary ledger accounts and the amounts for each as shown in the following
example &

Date Account Debrt

73173 9620  Reserve for Encumbrances $40.275 09
9620 Reserve for Encumbrances 600 00
9830 Encumbrances ) $40,275.00

9830 Encumbrances 600 00

, Actcount « Appropriation Ledger
1100 Teachers’ Salaries .
1200 ‘School Administrators’ Salanes
1300 Supervisors’ Salaries
1600 Physical and Mental Health Salaries .
1800 Other Certificated Salaries of District and
County Administration .
2200 Office of County Superintendent and District
Administrative Personnel Salaries
Oftice of County Superintendent-and District
Administrative Personnel Salaries
¢

¢
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2300
2400

Posting the

Clenical Salaries . ... . e B ~ $ 650.00

Maintenance and Operation Salartes- . .. ........... ‘ . . 2,850.00 - *
To record salary encumbrance hauidations and adjustments for the momh\
of July . . . .

- L}

Qeneral Ledgera The jouMal entry - for salary enggmibrance liquidatio'n.'s and -’

. adjustments is posted to the General Ledger as usual. : .
Posting the Appropnation Ledger Entries in the subsidiary Appropnatnon Ledger are made in the
“Encumbrances’’ column m/the following example- ) J - N
\
v " APPROPRIATION LEDGER
Account 1100 Teachers' Salaries - Page 1
) Unencum
Refer Apgrops. Encum- Encumbered E xpended bered
Date - Lence atons brances 10 date E xpended 10 date balance
713 5 $390,000 00 $390,000 00
J5 390,000 00 $390,000.00 $390,000 00 0.00
7-3173 J8 390.,000.00 390,000.00 $32,000.00 $32,000 00 32,000 00 Cr
J10 390,000.00 -32,000 00 358,000 00 ' 32,000 00 000
. A
" .
. ' APPROPRIATION LEDGER ~
3
- Account 2200 District Administegtive Salaries - Page 1
’ : 7 . : *Unenzum
Refer Apprapr Efcum " Encumbered . Expended bered
« Date ence aton brances to date Expended 1 date batance
-71-73 J3 $3,600 00 o $3,600 00
J5 3,600 00 $3,600 00 $3,600.00 ‘ .00
7-31.73. 8 3.600.00 . 3,60000° $250 00 $250 00 . 25000 Cr
J10 3.600.00 -250 00 3,3§0.00 250.00 000
J10 3.600.00 -600 00 2,750 00 250.00 600 00

The control account, Encumbrances, in the General I:edger can be proved by adding the totals of
the “Encumbered-to-date” column in each of the subsidiary Appropnation Ledger accounts.
. S—

-

«

Recording Encumbrance Adjustments—Other than Salages -

The amount of encumbrance to be adjusted o‘r liquidated when vendor payments or other
-expenditures are récorded is the amount originally encumbered for the specific items. Thus, if a
purchase order wis originally encumbered for $+00 bt the actual payment was $99.50, the original
$100 encumbrance is liquidated. Partial payments o, order are liquidated in the same amount as .

& Ooriginally €ncumbered for items being paid, and the nce of encumbrance is liquidated when the

final payment is made. . 0

Dependmg on the encumbrance method being used, the adjustments or liquidations are posted
either directly from the purchase order as illustrated on page VI- 21 or from a Purchase Order
Liquidation Summary listing the purchase orders being paid. The same form canbe used as that
shown for the Purchase Order Encumbrance Summary on page VI-21. The warrant register form
shown on page VI-28 might also be used to indicate liquidations of encumbrances by adding
columns for purchase brder number, amount encumbered, and encumbrance classification.

i‘41
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Here again it is true that with somé machine systems it is more practical to liquidate all
encumbrances and to reencumber those that are outstanding after the paid items have been delefed.
If an encumbrance amount is cancelled or changed because items ordered are unavailable or prices
are changed, the adjustment is recorded in the same manner as the routine liquidations following
payments.

Prepaning the journal entry The journal entry to record enscumbrance adjustments lists the
General Ledger and subsid‘iary ledger accounts and the amounts for each. as shown in the following
example !

Date  Account ' Debit Credit

7-31-73 9620 Reserve for Encumbrances $6,245 00 .
8830 Encumbrances $6,245 00

Account Appropriation Ledger _
4100 ’ Textbooks . - . . $ 35000
4300 Instructional Materials and Supplies . . . 475.00
4500 - Other Supplres . 1,620 00
5500 Utilities and Housekeeping Services . 1,300 00

6200 8uo|dm;évd Improvement of Buildings . 2,500 00
~
r

To rgcord encumbrance hiquidations (other than salaries) for the month of July

|
The journal entry fo(c cymbrance hquidations (other) s posted to the General Ledger in the
usual manner

Posting the Appropration Ledger Entries in the subsidiary Appropnation Ledger are made in the
. Encumbrances columii, as shown in the following example -

/ APPROPRIATION LEDGER i
Account 4300 Instructional Supplies . Page 1

Unency,m
i broimbared tered
FNI 1o date batanre

J3 $2.500 00 ’ + $2,500 00
J6 2,500 00 $75000 _ $75000 1,750 00,
J9 2.500 00 750 00 $475 00 1,275 00
J 1 2.500 00 —475 00 275 00 47200 1'7150 00

Lorrr oo

Recording Other Adjustments

- Changes. or adjustments, must often be made to entries recorded in the General Ledger and
subsidiary ledgers. Some of the more common adjustments are cited in the following paragraphs.
Recording adjustments to estunated imcome When information is received that income will
ed the onginal estimate in the official budget. a new estimate of income 1s made, and the
’/;‘:rgwe 1s recorded in the General Ledger and the Income Ledger. The increase in estimated income
1§ recorded as follows '
Date  Account * Debit Credit
531.74 9810 Estimated Income $1,100 00
9710 Unappropriated Fuad Balance $1,100 00
Account Income Ledger ‘
‘8611 Basic and Equalization Aid and Supplemental §upport $1,100 00 Dr

To record revised estimate of a state apportionment
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s entry increases the estimated income in the General Ledger and in the Income Ledger. It
also\increases the amount availablgs for appropriation as indicated by a credit, balance in the
Unappropriated Fund Balance account. (Note that the entry simply records the amount available -
for appropriation. Actual appropriation may be made by governing board action only, as prescribed

" in Education Code sections 42610 and 42602.)
When a revised income estimate indicates a decrease in amount of estimated receipts, the decgease

is recorded in a similar manner, as follows. ) -
b N
Date  Account ' Debit Credit
5-3174 9710 Unappropriated Fund Balance $1,100 00 .
9810 Estimated Income . T $1,100.00
Account Incomne Ledger -
% 8611 Basic and Equalization Aid $1,100.00 Cr

To record revised estimate of basic and equalization aid

' Note that when this entry 1s posted to the General Ledger. a debit balance in the Unappropriated
Fund Balance account usually results. A debit balance indicates that appropriafions exceed available
resources and 1s a warnung that expenditures must be controlled so that this amount remains as,
unexpended appropnations at the end of the fiscal year.

Recording admstments to appropriations Except when a revised appropriation budget has been
adopted. adjustments mvolving changes 1in current appropriations whll have no net effect on'the
General Ledger balances. The changes will affect ogly ‘the Appropriat¥n Dedger, because the fotal
amount appropriated is not changed but is simply redistnibuted among’the propniations accounts

Date  Account 7 / Debirt Credit
10-30-73° 9820 - Appropriations . $500 00
9820 Appropriations ' $500 00
Account Appropriation Ledger 4
6400 New Equipment . $500 00 Or

4800 Equipment Replacement . 50000 Cr
' To record appropriation transfers adopted 10-30-73

~

'Ruurdm,g adjstments to expenditures When nformation shows that an amount*already
recorded as an expendituge should be charged to soonther expenditure accownt, the adjustment 1s
_made without net effect on the General -Ledger., The expenditures portion of the Appropriation

Ledger will reflect the change. as in the following examples .
~f
& pate  Account * ! Debit ‘Credit -
111673 9850  Expenditures ' . $25 00
9850 E xpenditures ' . $25 00
Account Appropriation Ledger )
4100 Textbooks . $2500 Dr
4200 Other Books _ 2500Cr -
1
‘ To record correction of expend:tures classification coding on wasrant number
. 12345, 10 15-73

e s e —————




Date Account ~ : . Debit Credit
. 11-30-73 9850 Expenditures ’ $200.00 .
‘ 9850 Expenditures . $200.00 .
Account Appropriation Ledger i .
¢ 1100 Teachers’ Salaries . «.......... .... e ) $200.00 Dr.
1300 Supervisors’ Salaries . ............... . 200.00 Cr

To record portion of J. D. Sm&‘h’s November salary as Teachers’ Salaries .
.because he substituted for A B. Clark
Recording adjustments to Stores Adjusting éntries resul;ingﬁ"rom a stores operation are shown in
the next example. When a physicaliinventory reveals a stores overage or shortage, the amount must
be recorded in the records. ”I)ie usual practice is to adjust the Stores—Inventory - and the
Stores—Overhead accounts.

.
-

Date  Account Debit Credit

11-25-73 9210 Stores—Inventory . $75 00
9210 Stores—Overhead $7500°

To record stores average per inventory of 11-15-73
An inventory shortage is reflected by a similar entry, except that the debit and credit entnes are
reversed. ¢
Periodically, the Stores—Overhead account is cleared of its charges. This must be done at least
e o e s OG0 - B YRR~ $O--aS6HFR- that - the- yearond - baiaﬁee—-m»-the—evefql-lv -Stores-aceount- fepfeeent&-efﬂy o nmnnt
. ‘ matenial on hand in the warehouse 3nd availablie for issue. /
' Clearing the Stores—Overhead account requires an entry to distribute the balance of this account
. to the various expenditure accounts. One of several methods may be used for determining this
distribution. Regardless of the mebhod used. the entry is made as shown in the following example.

© Date Account . Debrt Credit
. . \ i L

. 6-30-74 9850 Expenditures $1,500 00 )
9210 Stores—Overhead - L $1.500 00

Account Appropriation Ledger .
4300 Instructional Supplies . .o $1.000 00 Dr
4500 Other Supplies ~ . . . . . 500 00 Ds
' To distribute wareholse overhead expense for the fiscal year

- Closing the General Ledger
The closing entries fall into two categories. The first category is the adjusting or the accrual of _
certain balahce ?g&t accounts. The second category is the closing of all budgetary and opetating
accounts. . . >
Determining the adjuspng entries Adjustments of prior year accruals may become necessary
because of errors in estimating the amounts to be accrued or\ghanges resulting from information -
available at a later date. : ,
) - At year-end amounts of income or transfers from -other districts due and not yet received are
determined andrecorded in the current fiscal year. However, monies due from tax delinquencies are
, not included, because tax income is recorded on a cash basis. Only those amounts that can be

.
<
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reasonably determined are recorded The amount recorded as Accounts Receivable must agree with
the report filed with the county superintendent of schools. '
- Those amounts that are due and receivable from other funds of the district are recorded as Due °
from Dth:TFmﬂs rather than as Accounts Receivable. tk >
. Accounts Payable or Current Liabilities are amounts due but unpald at year-end for goods and
services received during the year. The amounts set up as current liabilities must dgree with the
report sent to the county superintendent of schools.

Those liabilities that are due and payable to other funds of a district are recorded as Due'to Other
Funds, rather than Current Liabilities. -

If the district maintains a Stores account, refer to Part V of this manual for information.

If’ the pioration for prepaid expense items is made at the time of the expenditure, no further
action js'necessary at year-end. The prepaid expense proratlon schedules should be checked at this .
time. If there is,an error to be corrected or anwadjustment to be made the debit or credit will be
made to the Prepaid Expense account and the offset to the appropriate expendlture agcount.

The Reserve for Workmg Capital account 1s adJusted to reflect the net increase or decrease dunng
the year.

The total amount of the General Reserve a,pcoun'e closed to Unappropriated Fund Balance,-the
total amounts in the Income and Estlmated Income accounts are closed to Unappropriated Fund
Balance, and the ‘total amounts in the Appropriations and Expendltures accounts are clgsed to
Unappropriated Fund Bélance. .

Clostng Accounts Recenable and Accounts Payable accounts The closing entries are made as

L

follows . R
Trmmnmmeet Date AL T T s e Debit Credit
'6-30-75 9180 Accounts Receivable . »
9710 Unappropriated Fund Balance . _— .

To close addhtional Accounts Receivable cotlections

-

6-30-75 9710 Unappropriated Fund Balance
\ 9160 "Accounts Receivable

\s-ll

To close unrealized Accounts Receivable coliections

_ 63075 9710 Un;pproDrlated Fund Balance
9510 Accounts Payable

To close addition# Accounts Payable payments

6-30-75 9510 Accounts Payable
9710 Umappropriated Fynd Balance

To close overestimated Acr?unts Payable payments

“of
When accounts are closed, the General Joumal entries are made as illastrated in the following
} examples: .
TO CLOSE m‘e GENERAL RESERVE ACCOUNT
Date Account ' Debit Credit
6-30-74 9630 Gengral Reserve - )
9710 o Unappropriated Fund Balance - ‘

. To close the General Reserve account




. e
T 4
, .
. )
TO CLOSE ESTIMATED"INCOME AND INCOME
Date  Accodnt Debit ' " Credit
6-30-74 9840 Income -
- 9710 Unappropnated Fund Balance —_ /
9810 * Estimated Income -
* Account. Subsidiary Income Ledger -
8110 Matintenance and Operation (Public Law 81-874) ., | -
8210 Nat:onpl Defense Education Act - '
(Public Law 85864) . ........ ... . ..., s -
" 8611 Basic Aid and Equalization Ad ... ...... ..... .. -
8616 * Educationally Hand:capped e ‘
8622 » Transportation ......t......... .. T —_—
8811 District Secured Tax Rolt . ... .. ......... .
8812 w District Unsecured Tax Roll*.. .. ....... ...... -
. 8880 “Miscellaneous Funds™ . ... ... ............. -
) 8920 Other Twition .. ... .. e
To close Estimated Income and Income to Unappropriated Fund Balance
?
TO CLOSE ‘APPROPRIATIONS AND_EXPENDI LT S———
R, PY- S it eSS ' Debit Credit
6-30-74 9820 Appropriations - ’ ’ - g
9850 Exr;endotures —_
9710 Unappropriated Fund Balance _
Account ) Subsidiary Expendi’tures Ledger
., 1100 Teachers' Salaries ... .. ... .. - ce . $380,000
1200 . School Administrators’ Salares .... . .. ... . 20,000
1300 Supervisors’ Salaries .......... .. Cee 25,000
1400 Librarians’ Salaries .. ... ... ... . o oo -
1500 ' Guidance, Welfare, and Attendance Salanes .
1600 Physical and Mental Health Salaries , ..... ...... . 1,500
1700 Superintendents’ Salaries . . ..... ...... T 10,000
1800 Other Certificated Salaries of Distryct and County
dAdmlnr;tranon ............. e e L 5,000 .
1900 Other Ceftificated Salaries .. . . . o : 1,000 f
2100 . Instructional Aides’ Satanes o Co . 2,000
5200 Offices of County Superintendent and Dlstnct
) Administrative Salaries . ... ... ...... ....... ‘. 3.600
2300 Cierical and Other Office Salaries .. ..... ..... 7,000
2400 ~ Maintenance and Operation Salaries . .... ......, 36,000
2500 Food Services Sajaries , ... ..+ . ..., . .., . o ’ 5,600 )
2600 - Transportation Salaries .. .. .. e e 5,000
.2900 Other Classitied Salarjes .. ......... ... s 500 '
3100 . State Teachérs Retirement System Fund ... .. . 11,900
3200 Public Employees’ Ret:rement Fund , ........ 2,000
3300 *Oid Age, Survivors, Disability, "and Heaith lnsurance 500
3400 Health and WelfarePlans . .. ... . . .. | b 900
3600 Workers’ Compensation insurance . .'.... .. - 900
4100 Textbooks . ... ... .... ... . . ... . . 2,000 .
4200 Other Books ... .. .. e .., 500 .




Instructional Matersals and Supplies. .

Other Supplies -

Equipment Replacements ..

Contracts for Personal Services of Consultants,
‘Lecturers, and Others .

Travel and Conferences Expense Relmbursemem .

Dues and Memberships . ...

Insurance . .

Utihities and Housekeepmg Services

Contracts, Rents, and Leases

Legal, Election, and Audit Expenses

Other Services and Expense .

Interprogram Charges #nd Credits

Sites and Improvement of Sites

Buildings and improvement of Buildings

Books and Medua for New or Expanded leranes e

New Equupmem

Outgoing Tuttion .

O T
» Em s WP M -

m
3 e i B B DY IR B

» F e

A

N

Prepaid Expenses

Cash is often disbursed by school districts for services or materials, a portion or all of which
actually applies to a future fiscal period other than that in which the cash disbursement is made.
The most common such disbursement is for insur;,:we, the full premium of which is paid

t

immediately, but the coverage of which extends into future school years. Were the entire premium
charged to-the year in which the premium is paid, expénses for such a year would be overstated, and
a comparison with years in which such premium-was not paid would become invalid. For the
purposé, therefore, of including expenditures i the year that the services or materials were
received, it becomes necessary to accrue as gm asset the amount of cash disbursed for an item
allocated to a future year.

When the cash disbursement for an item as discussed above is made, it is necessary to credit-the
cash account for the full amount of the disbursement. The debit must be split to two accounts, that
portion which applies to the current school year being charged to current year expense appropriate
to the, item, and the remaining portion applicable to a future year charged to the asset account
entitled Prepaid Expenses, as in the following example:

. a

General Ledger
Date  Account ' Debit Credit
71573 9850 Expenditures . $100.00

, 9220 Prepaid Expenses 400.00
9110 Cash in County Treasury \

To record payment of a five-year insurance policy, one year of
7 which applies to the current year
Appropriation Ledger
Date Agftount Debit
71573 5400 Insurance . $10000

To record payment of a five year insurance policy, one year of
which applies 1o the current year

-
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At the end of the school year when the books are closed, the asset account, Prepaid Expenses, is _
included with other. ending balances and becomes a part of the peginning balance for the next
school year.

After the books are opened for the next school year, it f necessary to determine whether all or a
portion of Prepaid Expenses applies to the current,year. This amount myst be charged to the
appropriate expense account of the new year, leaving as a remainder in the asset account any
amounts not yet applicable. These, in turn, must be carried over as Prepaid Expenses.to the next
school year. To facilitate Jetermination of the amount to charge to a'year other than that in which
the original cash disbursement was made, it is good practice to prepare a schedule of amounts and
periods applicable at the time when "tHe original cash disbursement is made, as shown in the
following example:

>

PREPAID EXPENSES SCHEDULE/\

' ’ .. Analysis of total applying 1o each succeeding year

| Pohcy Overall -] _Fust | Second——+—Fhnrd Fourth Fifth
number | _Larrier total yeay year year year year .

$400 00 $100 00 $100.00 $100 00 $10000 4

3

This schedule is retained for reference at the time of a future year charge-off to ensure that the
correct amounts are charged to each succeeding year in which a benefit is received. The preceding
schedule would be updated at the beginning of each school year by reducing the control total by
the amount of the first year succeeding, which is charged to expense, and by moving each ﬁgure in
the next several columns one column to the left. .

To charge off the portlon applicable to a new year at the begmnmg of that year, a journal entry is
made, with the debit to the appropriate expenditures account and the credit to Prepaid Expenses.
This should be one of the first entries.

t ‘
Accounting for Stores

For those school districts that maintain central stores of materials, it would be inappropriate to
charge the amount of cash disbursed for stores as an expense for any giveh year. Instead, it 1s
. necessary to charge as expense only the .value of ghe stores 1ssued during each year. The value of*
stores paid for but not issued must be accrued as-an asset to become a part of the ending balance at
the close of the school year. The same amount in turn becomes a part of the beginning balance o£

the new year when the books for the new year are opened. ’
Unless a Stores .Revolving Fund has been established in accordance with provisions in the
Education Code, payments for stores are made from the General Fund, with the debit to stock

purchases within the Stores account and the credit to Cash, as in the next example:

Journal Entry | e
-

-

Date Account

9-11-73 9210 Stores, purchases for ftock i
9110 Cash in*County Treasury

To record sup’plles purchased for stock

v

When stock is issued, an entry must be made crediting stock purchases within the Stores account
and debiting the’ appropriate expense account. This may be done by posting detailed requisitions to
. o
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a,special journal, the accumulatgd total of which is posted to the General Ledger at monthly
mtervals Such posting is shown in the following examples:

Stock /sued Ledger o
Requisition
Date number School Account ‘ .
9-7.73 12501 Roosevelt 4300 Instructional Materials and Supphes. .... $ 2.72
9-9-73 332 Garfield < 4500 Other Supplies . .........covvvev. ... 7.66
9-10-73 2661 Washington 4500 Other Supphies  ......... ......... 12.01
9-27-73 32 Wilson 4300 Instructional Materials and Supplies . .. 19.43

Monthly Journal Entry

Date Stock Issued Ledger . Debrt g . Credit
9-30-73 4300 Instructional Materials and Supphes . $22.15
-4500 Other Supplies . 19 67
. 9210 Stores, wuthdrawals from stock . s182
’ To record wnthdrawals of stores for the month of Septemberf.l 973
Stores7Ledger
Overhead Overhead Stock :;r Stock ‘" Total

Date reimbursed " expense putchases withdrawals stores

. 91173 .  $55.10 R $55.10

9-30-73 $41.82 13.28

In the event that a Stores,Revolving Fund has been established, a warrant must be drawn on the
General Fund payable to the Revolving Fund in the amount of the total withdrawals in lieu of the
jourmal eg@try jyst given; but the accounts are otherwise the sathe.

To extend tHe value of stock issues, the most common practice is to compute an average price
each time new stock is received and to use this average price for extending all requisitions prior to
the next receipt. The data necessary to compute an average price is accumulated by maintaining
perpetual stock records for each itgyn carried in the warehouse. Part V of this manual contains
detailed information about methods of maintaining perpetual stock records.

Certain expepses, other tha}.t.he distursement of cash for stock, are usually incurred in the .

operation of a warehouse. “Examples of such expenses are the salaries of warehousemen or
deliverymen, utilities, rented space, and vehicles. If stores are accounted for in the General Fund,
these other expenses may be distributed directly to the appropriate expenditure accounts or
charged to overhead expense. If a Revolving Stores Fund has been established, these other expenses
would be charged to overhead expense within the Stores account in the revolving fund rather than
in the General Fund. Eventually it will be necessary to prorate these expenses to the appropriate
expense accounts. Expénses may be prorated either at the time issues are made or by the end of the
year. the basis used 1s the distribution charge for stock withdrawals.

One method of distributing overhead incurred in operating a stores warehouse is to add to the
average cost of each item requisitioned a fixed percent (overhead) that is sufaf-“zrnt to cover all
operation expenses. This method of distributing overhead allows the total warehouse operating
costs to be distributed to applicable expenditure accounts by the end of the year. Any surplus or
defncn in the net t‘otal‘of the two remaining overhead accounts is then prorated and distributed

.among the liable expenditure accounts.

" If overhead is not dis¥ibuted along with the stock issues, then some means for eventual
distribution of overhead must be maintained. This may be done by keeping a running analysis of
withdrawals by classification of the expenditure accounts to which the charges are being made. The
totals are converted to percents of the total withdrawals at year’s end, and the total overhead

-
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D ei(pc;nse incurred in- gferating the stores warehquse is distributed to expenditure accounts on the
i ‘ ba§is #f these pergents. . Whien a constant percent is added to fssues in accounting for the above

total amount, including the percent for overhead, is charged to the-
enditure acdQunt. The credit, however,.must be split between actual value of the
ck wathdrawals (co ted at the latest average price) and The amount that was obtained
. g that value by the* constant percent to coyer overhead reimburseds to the Stores
. i account, For this purpose an overhead reimbursed account sheuld be maintained within the Stores
I . account. At the end of the year, the total charges.to overhead expense will be available separately
= N from the credits to ogerhead reimbursed. For the following year, percents may be adjusted to-
‘ reduce differences between the overhead amounts expended land reimbursed. Any differences
befaveen these two accounts at the end of the year must be charged or credited as the case may be

to appropriate expense accounts according to the value of items issued. 4 -

' " "As mentioned in Part V of this'manual, an actual physical inventory should be taken 4t least once
annually; and a compagison should be made between the-control count on ¢he perpetugl inventorx \
and the actual cgunt)\ At this time any difference should be adjusted by charging or crediting -
overhead expensd b e value of any difference in the quantity on hand, with the offsef to stock
withdrawals. If at any time the warehouse is unable.to complete a request because of.insufficient

- stock, an indication of how muth was actually issued should%e noted on the requisi&m. This will ‘
make %)ssible a simple check of agreement with the perpetual inventory on .that item, since the
’ account will now be zero, or very small. Inventory variations discovered at such times should be
r?ﬁ " accounted for when convenient, but no later than the end of the year. .

Specifically, 1f-the Stoses account 15 maintained g the General‘Fund, the net vad 80 the
- inventory will be reportedin Part 1 of the Annual Finangial and Budget Report, both a*
(‘6 balance for the current year and asa beginning balance for the new year If a warehouse Revolving
‘Stores Fund account has been ‘estdblished, the net value of the inventory will be e
©T of the Annual Financial and Budget Report, which 1s for special funds* List the
for both beginning and ending balances. Expenditures for operating, purposes”
Tases, since these expenrditures are accounted for im the General Fund. Should ad: onal Capital be
added to ¢he fund resulting from an increase in ayerage daily attendance® e increased capital 1s
accounted, for-as a transfer expense on the General Fund and a tramsfer income on the Revolving
Stores Fund. Con%rerse1y, should some portien of the, capital funds be retuxned to the General Fund,
the amount returned is a transfer expense on the Revolving Stores Fund and a transfer income on
s ~« the General-Fund .

@
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. " In the event that the Revolving Stores Fuid 1s established as a common fund of two or more

- . districts, duplicate Annual Financial and Budge;t,Report ‘f@rtns (Part 1X) are prepared for inclusion

with the budgets &f each co-ownér of the fund. An indicatiog is made showing the percent of equity . ~ °
of each co-owning district according to the value of its initial cash.and inventory contributions to

c th¢ established fund. -

When the Revolving Storés Fund is esta)h'shed ihitially, the transfer expense 'accpugtn'in the
. erteral Fund 1s in thg amount of cash plus inventory comtributed to the fund. In thls year the
\‘;' eneral Fund will show the value of Stores as a beginning balance-but will show no ending t;alance.
- {I'he Revolving Stores Fugd of the first year will show no beginning balance but will show a transfer
N . . . . L 4
come In the total value of cash plus inventory received and an ending balance of Cash ahd Stgres.‘,

/ : General Ledger Accounting for Building Funds
. B't.ﬁug funds are used to account for the receipt and disbursement proceeds of the sale of bonds
. . 2 awthorized by election and issued by a school district under Education Code Section 15100. The

. major expenditures in"a school district building fund are related to the purchase and&lma)roverbent
_of sitgg, gonstruction and modification of buildings, and the purchase of equiprhent.

€ . ' ' R
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The accounting entries described earlier in this section for appropriations, expenditures, and ' .
_encumbrances are found in the building fund. However, there are some accounting features in tHis

fund that are not foung in other funds. ‘ ‘
To illustrate the accountmg for a building fund a series of typ}cal transactioms and entnes in

" summary form is giverf§as follows: . ‘ .

.

]
1. An issue of bonds totaling $5,000,000 is authorized by the voters for the purchase of sites and

. the construction of bu1ld1ngs . . .
M Serial Bonds Authorized —Unissiid * $5,000,000 ) & 2
’ = Reserve for Unissued Bonds $5§)00,000

2. The full igsue _is sold to fhe Bank of America.

. s !
"Cas ty Treasury ) $5,000,000 .
) ~Sale of Bonds $5,000,000

Y . .
) Reserve issued Bonds $5,000,000 .
<Serjal Bynds Authorized—Unissued : $5,000,000
' Estimated tocome ' $6,000,000
Appropriations ., . . $5,000,080 - -
NOTE  Because contracts cannot be let until funds are available. appgopriation authority is withheld umx{
bonds are sold ' . .
v . - ~ ‘
3. Constaxctlon contracts and agrcements to purchase sites are made in the amount of
- $4.900,000. : . .
~ : \ M
Encumbrances . ' $4,900,000
: Reserve for £ncumbrances . $4,900,000 .
\ .
o ; i £s
. 4. Other costs, not eficumbered, are paid in the amount of 320,000.
A .
Expenditures I . $20,000 )
. Cash . $20,000 -
. 5. Constructlon contracts and agreements to&rchase sites, previoU®ly encumbera are paid in
the amount of $4,910,000.
- ' \ AR ’ .
. Reserve forEncumbrances . T / $4,900,000
4 . Encumbrances V ¢ $4,900,000
Expenditures o$4,910,000
Cash - $4,910,000
\ . ' . . M . < o C o
T S 6. An entry is made to close Expenditures into Appropnations.
Appropriations - - * $4,930,000
- - ‘ Expenditures \ ) . $47930,000
P . ‘n . ~ v '
s - 7. An entry is madé ta<tgse Income into Estimated Income. . " : !
v Incomé—Sale of Bonds . $5,000,000
\ Esyamated Income ‘ . $5,000,000 - T~

8. Amrentry is made to closé Appropriations into Unexpended Fund Balance.

Appropniations K ‘$70,000
: Unexpended Fund Balance . o ) .$70,000 4§,

- . - : Q —_




_Part ViI

Ag;tement The return of part or all of an item of
income or expenditure to its source during the
current fiscal year. *

Accounting period. A period of time -for which
records are 'maintained and at the end of which
financial statements are prepared covering_the
period.

Account numbers or letters. N bers and/or let-
ters assigned to the ordina.r)z?i‘tles of accounts
fog classification of accounts. agd ease of
reference. % -

Accounts payable. Amounts due and owed to
private persons, business firms, governmental
units, or -others for goods received’and services
rendered prior to the end of the fiscal year
lncludes amounts billed but not paid. ‘

Accounts receivable ‘Amounts due apd owed from
private persons, business_fignfs governmental
units, or others for goods recelved and services
rendered prior to the end of the fiscal year.
Includes amounts billed but not received.

Accrual basis That method of accounting in which
income is recorded when earned, even though
not collected, and expenditures are recorded
when the liabilities are incurred but no
paid. %

Ad valorem tax A tax based on a percent of‘ the
value of goods or services.

Allocation. Division or dlstnbutlon accordmg to a
predetermined plan.,

Allowance. A provision for valuing an asset at net,
such as an allowance for bad debts. This valua-
tion account will net accounts recervable to
reflect collectable receivables. .

Allowances. Sums granted as reimbursement for

expenses or services rendered,

Apportionment. Allocation. of state or federal aid,
district taxes, pr other monies among school dis-
tricts or other governmental units.

s
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Accounting Ter_m-inology

Apportionment notice A document -notifying
school districts when monies have been depos-
ited with the county treasurer.

Appraisal. An estimate of property value made by
the use of systematic procedures based upon
physical inspection and inventory, ergineering
studies, and other economic factors.

Appropriation An allocation of budgetary funds
made by the governing board for specific pur- -
poses and limited as to the time when it may be
expended. .

Appropriation for contingencies (formerly termed
undistributed reservey. That portion of the cur-
rent fiscal year’s budget that is not appropriated
for any specific purpose but is held subject to
intrabudget transfer; i.e., transfer to other spe-
cific appropriations as needed during the fiscal
year. )

Appropriation  ledger A record containing an
account with each item. allocated or budgeted.
Such accounts usually show the amount origi-
nally appropriated, transfers to or from the
appropriation, amounts charged against the
appropriation, the encumbrances, the unencum-'
bered balance, and other refated information.

‘Assessed valuation Value placed upon personal
and real property by a governmental unit for
taxation purposes. A _

Assets Anything owned that has value —tangible or
intangible. (See also current assets and fixed
assets)

Audit An examination of documents, records, and
accounts for the purpose of ([ Y#etermining the
propriety of transabtions; (2) ascertaining
whether all transactions are recorded properly;
and (3) determining whether statements drawn
from accounts reflect an- accyrate picture of
financial opera'hons and ﬁnanc1a1 status.
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Adatlable cash Cash on hand or on deposit in
given fund that is ynencumbered and can be uti-
:lized for meeting current obligations. )

Available surplus That portion of the excess of
assets over lxabllmes jot obligated. for current
appropriations er for restricted purposes (See
aso unappmprtaled fund balance’) -0

Alerage daily attendance (a d ¥ ) Total approved

days of attendance in the school district divided - - *

by the number of days the schools in the district
are in session for at least the required minimum
day. (Refer to Education Code Section 46300
and Californta Administrative Code;, Title 5.
Education, sections 400 _4245)

Ba[ame sheer A statement that.shows assets. Jiabil-
ities, reserves. and fund balance or fund deficit
(ﬁ;n entity at a specific date and 1s properly

1ﬁed to exlubat the financial condition of
the entity as of that'specific date.

Bond A certlﬁcatc containing a written promise to

pay a spectfied sum’of money, called the face
value. at a fixed time in the future. called the
date of maturnity, and speafylng interest at a
fixed rate, usually payable penodically.

Bond discount The excess of the face value of a
bond over thé price for which it 1s acquired or
sold. (The pnice does not in¢lude accrued inter-
est at the date of acquisition or’sale.) -

Bond wmiterest and redeniption fund A fund estab-

lished to pay bond interest and liquidate indebt-
edness when due and payable.

Bnmfpremmm The.excess of the price at which a
bond is acquired or sold over its face value. (The
price does not include accrued interest at the
date of*acquisttion or sale. ) ‘ *

Bonded debr That portion of ndebtedness repre-

sented by outstanding bonds,

Bonded debt service. Expenses mcurred for interest

and redemption of bonds. - \

Bonds awthorized and wussued Legally authonzed
bonds that have not been sold and that may be
sold without the necessity of holding dnother
election. ,

Budgu A plan of financial operation consisting of
an estimate of. proposed income and expendi-
tures for a given period and purpose. -

Budget document

« budget-makjng authority tp present a compre-

henstve financial program of the governmental

The instrument used by the .

~ ’ . F)
it. It includes a balan‘é9d Staiemém\of/reve-
nues apd expenditures as well as other exhibits

to report (1) the financial condition of the sgv- -

. eral funds of the governmental unit at the end of

- o« the preceding completed fiscal period: (2) the

.estimated condition ef the funds at the end-of
thgmfiscal period in progress, and (3) the esti-
m condition of the funds at the close of the
ensuing fiscal period based on the financial pro-
. posals contained in the budget document.
Budgetary accounts Accounts that reflect budget
. operations, i.e., estimated income, appropfia-

.+ tions, and encumbrances-distinct from the pro-

prietary accounts. ' .
Budgetary control The management of business

~  affairs in accordance with_an approved plan of

estimated income and expenditures.

Budgeting The process of allocating the available
resof)rces of an 6rgamzation arﬁong potential
activities to achteve the objectives of the organi-
zation. planning for the use of resources.

Bulding Tund A fund established to control the
income and expenditures related to the purchase
and maintenance of school buildings. 51tes and
equipment.

Cafeteria account Reu:lpls and disbursements of
the cafetena function that are processed through
a bank:

Cafereria fund Recetpts and disbursements of the

cafetena function that are processed through the

county treasurer.

Capitul assers See fixed assets

Capital outlay  Amounts paid for the acquisition of
fixed assets or additions to fixed assets, tnclud-

“ing land or existing builo'?ngs,»improVements of

groundsy construction of buildings; additions to
buildings, remodeling of buildings, or mtitial zmd
additional equipnfént.

Cas/t Currency, checks, postal and express money'

orders,and banker’s drafts on hand or on deposit
with an official or agent designated as custodian
of cash, and bank deposits. Any restriction or
limitations as to _the avallabﬂxty of casf, should
be indicated. A

Cuash advance Cash apportioned in advance of the
usual apportionment peniod.

Cush basis Method of accounting tn whieh income
and expenditures are recorded ontly when cash 1s
actually recewved or disbursed.

-




Cash tcollectzons awaiting deposit.  Receipts on
hand or monies in a bank clearing account await:
ing deposit in the county treasury.

" Cash discount An allowance made on a purchase if
paid within a stated period. (The term/is not to
be confused with trade discount.) % .

Cash 1n bank Balances in separate bank accoukts
such as student body accounts, adult education
incidentals, school farm accounts, and cafeteria
accounts* '

Cash in county treasury Cash balances on deposit
in the county treasury for the various funds of
the school districts.

Chagt of accounts' A list of accounts, systemati-
tally. arranged, applicable to a specific concern.
All account names and numbers. if any. are
listed in order. -

Check A bill of exchange dfawn on a bank payable
on demand. a written order on.a bank to pay on
demand a specific sum of money to_a named
person, to his order, or to bearer out of money
on deposit to the credit of the maker. A check
differs from a warrant in that a warrant is not
necessarily payable on demand and may not be
negotiable. it differs from a voucher in that a

voucher 1s not an order to pay. A voucher-check -

combines,the distinguishing marks of a voucher
and a clieck. 1t shows the propnety of a pay-
ment and 1s an order to pay. -
Cluld development tund A fund estabhshed to

control "the financial operations of chidren’s .

.centers. i

Classitication The naming or identification of an
item or a category. such as the designation of tife
“particular account into ‘which a receipt or expen-
diture 1s to be recorded. or the separation of data
into acceptable groupings so that financial facts
can be stated more accurately.

Clearing accounts Accounts usad ~to adcumulate

total réceipts or expenditures for later distnbu-
tion among the accounts to which such receipts
or expenditures, are properly allocable or for
recording the net differences urfder the proper
account {See also revolvimg cash fund. prepard
CXpenses, and petts cash)

Code (1) A distinguishing reference number or
symbol. (29 A statement of the laws of a specific
field. ¢.g.. Education Code, Penal Code. Ciwvil

. " Code, and Labor Code.
. . !

-

/

° .
Collier Factor A ratio developed&for each county
by the State Board of Equalization for the pur-

posg af adjusting to the statewide average the
agéd value of the local property rolls in rela-

tidyn to the market value thereof. .
Connngent labihries Items that may become
liabilities as a result of condjtions undetermined
at a given date. e.g., guarantees, pending law-
suit$, judgments and appeals, and unsettled dis-

puted claims. . .

Contracted services Expense of services rendered
under contract by personnel who are not on the
payroH of the school system, 1Mludirg all related
expenses covered by the contract.

Controlling account A summary account, usually
maintained in the general ledger, in which 1s
entered the aggregate of the debit and the credit
postings to a number of identical. simfar. or
related accounts called subsidaary accounts. Its
balance equals the sum of'the balances of the
detail accounts. .

Cost The amount of money or its equivalent value
paid or agreed-to be paid for property or_ ser-
vices. Costs may be incurred even before money
is paid. that is. as soon as a liability is assumed.
Ultimately., however. money or its equivalent
must be given in exchange The cost of some
property or semce’may‘ln turn become a part of
the cost of another property or service. For
example the wost of materals will be reflected
in the cost of articlés made from such materials «

Counts School Service Fund (CS.SF.). A fund
established to control the financial operations of
the ofﬁce y superintendents of schools.

Credi THe nght side of a double-entry posting.
The credit will reduce assets gnd expenditures
and increasediabulities. income, and fund balance.

Cierrent assets  Assets that are available or can be
made readily available to meet the cost of oper-
ations or to pay current liabilities.

Current expense of ¢edycanon The current general
fund operating expenditures of a school district
for kindergarten and grades one through twelve
excluding expenditures for food services. com- -
munity services, facility aquisition and construc- ®
tion. and object-clgssifications 6000 and 7000
(except 715G ('1130;71 Eapénse for Regronal
Occupanional Centers or Reginnal Qccupatinonal
Programs)

}“\\-
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< Current habilities Amounts due and payable for
goods and services received prior to the end of
the fiscal yearfCurrent liabilities should be paid
within a relatibely short period of time, usually
within a year. ’

Current loans A loan payable in the same fiscal
year in which the money was borrowed.

Debit The left side of adouble-entty posting. The
debit will increase assets and expenditurgs and
reduce liabilities, income, and fund balance.

Debt imut The maximum amount of bonded debt” .
for which a school district may legally oblhigate
itself.

Debt senice Expenditures for the retirement of

. debt and for interest on debt. except principal
and interest on current loans.

Deferred harges Expenditures not chargeable to
the penod in which they are made but set up as
assets to be elimmated by charges as expendi-
tures in subsequent periods.

Deterred ncome  Income unearned i a given
pertod: but set up as a liability to be includéd as
income earned=in subsequentpertods. -

Deticit Excess of liabilities over assets :

Detinguent taxes Taxes remaining unpaid after the

close of the year in which levied (See also prior
veurs' tuves. in-most cases the pmeferred term )

Deprecianion Estimated loss in value or service life
of fixed assets because of wear and tear through
use, elapse of time. inadequacy. or obsolescénce. )

.Devignated income Income received for a specific
purpose.

Development Center tor Handicanped  Minors
Fund A fund established to control the finan-
cial'~ operations of development centers for ,
handicapped mynors. ° '

Direct expenses or ¢osts Expenses that can be
separately identified and charged as a part of the
cost of a product, service. or department.

Durect supportxcharges Charges for a support pro-
gram and services that directly benefit other
programs.

Dishursements Payments by currency, dieck,. or
warrant. (The term 1s not synonymous with
expenditures ) - _

** Double entry A system” of bookkeeping that
requrres an amount credited for every corre-
sponding amount debited. Thus,
entry ledger maintains equahtzl of debits and-
credits.

V" 4

ERIC

Aruitoxt provided by Eic:

Face

the double- @

Earned interest income A sum of money received

or due to be received for the use of money
loaned or invested. .

Emplmee benefits Amounts pajd by the school

system on behalf of employees. these amounts
are not included in the gross salary, but are over
and aba@ve. They are fringe benefit payments:
and while not paid directly to employees, they
are nevertheless a part of the ¢qst of salaries and
benefits. Examples are (1) group health or life
insurance payments. (2) contsbutions to em-
ployee retirement, (3) O.A.S.D.I. (Social Secu-
rity) taxes. (4). worker's compensation pay-
ments. and (5) paymenfs made to personnel on
sabbatical leave .

Encumbrances Obligafions in the form of purchase
orders. contracts, salanes. grd other commit-
ments chargeable to an appropnation for which
a part of the appropriation js'reserved.

Endowment fund A fund from-which the income
may be withdrawn but the prnncipal sum of
wh#h must ‘remain intact or.be accounted for in
aecordance with the terms of theTrust docu*
ment. . .

Enttlement  An estimate of an apportionmént
based on specific qualifications,

# Estimated mcome Expected receipts or accruals of

monies from revenue or nonrevenue sources dur-
ing a given penod.

Expenditures Amounts paid or liabilities incurred

for all purposes. Accounts kept on an accrual
basi3 Include all charges whether paid or not.
Accounts kept on a cash basis will include only
actual cash disbursements. (See Part I of this
manual.) .

value  As applied to securities, the amounts
stated in thegsecurity document.

Fres Amounts collected from or paid to individ-
¥ nals or groups for services or for use of school or

other facilities. . -

Fidelity bond A form-of insurance that provides

for ti® indemnification of the school district or
other employer for losses arising from’the theft.
or dishonesty of employees.

4 Fiscal vear A period of one year, the beginning

and ending dates of which are fixed by-statute,
in Califdrnia, the perod begmnmg July 1 and
ending June 30.

Fixedassets Assets of a permanent character having

contmumgvalue e.g..land, buildings, machinery,




a

‘ tributor 1s expected. .~

furniture, and equipment. The term caputal assets
is sometimes used in the same sense, but fixed
assets is preferred.

Full-time equivalent The ratio of time expended in
a part-time position to.that of a full-time posi-
tion. The ratio is derived by dividing the amount
of employed time required in the part-time posi-
tion by the amount of employed time required
in a corresponding full-time position.

Functon An act, service, or group of services
proper to a person, thing. or institution and
aimed at accomplishing a certain end.

Functional accounting A system of accounting in
which records are maintained to accumulate
income and expenditure data by purpose and
usually are further classified within generahized
‘functional areas such as instruction, admunistra-
tion, or operations. ’

Fund A sum of money or other resources set aside
for the purpose of-carrying on specific activities
or attaining certain objectives 1in accordance
with special regulations. restri¢tions. or hmita-
tions. A fund 1s a distimct financial or fiscal

. entity. . ae . ;

Fund balance The difference between assets and
fiabilities. . .

Funded debt See bonded debt. the preferred term.

General fund The fund used to finance the ordi-

" nary operations of the school district. It 1s avail-
able for any legally authonzed purpose. -

General 18dger A book. file. or other device in
which accounts are kept to the degree of detail
necessary to summarize the financial transac-
tions of the school system. General ledger
accounts may be kept for any group of items of
receipts or expenditures on which an administra-
tive officer wishes to maintain a clase check

General purpose tax rate Tax rate authonzed by
legislative statute or by an election held in the
school ‘district for the purpose of acquinng tax
income for the general operation of thé school
district.

General reserve An account to record the reserve
budgeted to prowide operating cash in the suc-
ceeding fiscal year until taxes and state funds
become available.

Gift Anything of valué received from any source
for which no repayment or service to the con-

[ 4
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Grade level Assigned classification of pupils
. according to age an@ pressess, e.g., kindergarten,
first grade, and so forth,

Grant A contribution. either in money or material
goods, made by one entity to another. Grants
may be for specific or general purposes. ,

Grants-in-aid Outright donations or contributiens,
usually by a superiorlgovemmental unit, without
the prior establishment of conditions with whick
the recipient must comply.

Holding accounts Suspense accounts used tempo-
rarily to accumulate costs that will ultimately be
charged to other using programs.

Income Revenue and nonrevenue recempts. Reve-
nue receipts are additions to assets for which no
obligations are incurged. Nonrevenue receipts are
receipts of money in exchange for property of
the school district or for which the district
incurs an obligation

Indirect expense and merhead Those elements of
indirect cost necessary 1n the operation of the
district or 1n the performance of a service that
are of such nature that the amount applicable to

~ €ach accaunting unmit cangot be separately iden-
tified. '

Indirect support (harges Routine services not per-
for{ned as a special service for a particular pro-
gram but allocated to using programs.

In heu oY taves Income to replace the loss of tax
revenue resulting from property exempted from
taxation. :

Iiterest A fee charged a borrower for the use of
money.

Interfund " accounts  Accounts in which transac-
tions between funds are reflected .

Interfund transfers Money that 1s taken from one

. fund undér the control of the governing board
4nd, added to another fund under the board's
control Interfund transfers are not receipts or
expenditures of the school system

Internal audir An examination made by school dis-
trict employees whose duty 1t 18 to make contin-
uous or periodic checks on the rehiability of the _

" school distnict’s accounting and reporting proge-
dures. . ‘.

Internal control A plan of organization under
which employees” duties are so arranged and
records and procedures so designated as to pro-

vide a system of self-checking. thereby enhanc-
s .
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Ing accounting control o assets, liabilities,
income, and expenditures.@&\sﬂch a system
the employee’s work is subdivided so that no
one employee performs a complete cycle of
operation; such procedures call for proper
authorization by designated officials.

Intrabudget transfers Amounts transferred from
one appropriation account to another within the
same fund.

Inventory A detailed list showmg QUdntltleS and
description of property on hand at a given time.
It may also include units of measure, unit prices.
and values.

Investments Disbursements of cash for the pur-
pose of generating incomeg.

Investment in tived assers The book value of fixed
assets. Ny

Invowce An atenuzed statement of charges for mer-
chahdise sold or services rendered to the pur-
chaser

Job acconnt An account estabhished to record the
accumulation of costs of a specific prece of
work work orders showing charges for material
and labor wsed.

Journal Any accounting record 1n which the finan-
cial transactions of the school distnict are for-
mally recorded for the_first time e.g . the cash
receipts book. check register. and Journal
voucher

Journab voucher A form provided for the record-
ing of certam transactions or information in
place of. or supplementary to. the rnal or
registers ) -

Judgments Amounts due to be paid or collected
by the school district as the result of court deci-
SI0NS .

Ledger A group of accounts in which are recorded
the fihancial transactions of 4 governmental ainit
or other orgamization (See also general fedger
and unpropriation ledger )

Level A division of the management levels described
by the program structure of the district

Levy  The mmposition of taxes or special assess-

ments for the support of governmental activities,”

also, the total amount of taxes. special assess-
ments, or service charges imposed by a govern-
mental umt | ) ‘

Liwbilines Legal obhgations (éxclusive of encum-
brances) that are unpaid.

1

Life span (grade span) Broad group classification ’

of pupils or students according to age and prog-
ress; i.e., preformal, elementary, secondary, and
adult. .

Long-term loan A loan that extends for more than
five,years from the date the loan was obtained
and is not secured by serial or term bonds.

Lump-sum appropriation  An appropniation made
for a stated purpose or for a named department
without the amounts that may be spent for par-
ticular obyect classifications being specified.

Modified assessed valuation  Local assessed valua-
tion adjusted by application of a ratip known as
the Collier Factor and other factors when appli-
cable. e.g.,
Agency. and so forth.

Modified cash basis (modified accrual basis) Any
method of accounting that combines the con-
cepts of cash basis accounting with those of
accrual accounting

Multiveuar financal plan A plan that presents
financial estimates of. programs in tabular form
for a pertod of years These estimates should
reflect tlfe future financial impact of current
decision8. The data in thegM YFP should be orga-
mized along the hnes of the program structure.

Object As used 1n an expenditure classification, a
term ‘that applies to the article purchased or the
service obtained. .

Obligations Amounts that the school district may

be legally required to meet out of its resources.
They include not only actual habilities but also
unhquidated encumbrances. (See also liabilities )

" Order(for paymentl A written demand of tfie gov-

-erning board of a school district requinng the
county supenntendent of schools to draw his
' requsition on ‘the county auditor. for the pay-
ment of a claim against the school district.

Overdraft The amount by which checks, drafts, or
other demands for payment on the treasury or
on 4 bank account exceed the amount of tle
balance upon which they are drawn. or the
amount by wiich encumbrances and expendi-

tures c,\'l;eed the appropriation to which they are

churgea
Overhead  Elements of indirect cost necessary in
" the operation of the school district or in the
performance of a service that are of such nature

r

‘ﬁ .
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that the amount applicable to each accounting
unitcannot be determined readily and accurately

Overnde rtax rate A tax rate levied at the discre-
tion of the school board for a specific purpose.
The tax income recewved from this source may
be used*only for the designated pusposé Over-
ride tax rates may be levied in addmon to the
general purpose tax rate,

Pur value The price at whlch secunties are 1ssued.

Pavroll register A document dccompanying one or
more orders on a school district fund for the
payment of salanes or wages to employees that
contains the names of such employees and pro-
vides information substantiating such orders.

Povroll warrant A documient used as an order or a
requisition on funds of a school district for the
"purpose of paying salaries or wages.

Personal pronertiwAll property except real estate

Pettv cast A sum of money set aside for the pur-
pose of making change or immediate payments
of small amounts. (See also revohing cash
fund ) : N

Prepaid ¢xpernses Items for which payment has
been made but for which benefits have not been
realized as of a certain date. eg. prépaid rent.
prepaid interest. dnd premiums ©n unexpired
insurance Benefits 4nd corre,spondmo charges to
expenses will be borne n future accounting
periods

Prior 1 ears Taxes collected within the cur-
rent fiscal year tor levies in previous fiscal years

Program (noun) A group of related activities’gen-
sisting of a unique combination of objects that
operate together to accomphsh common®ends

Program accounnng A system of accounting n
which records are maintamed to accumulate
mcome and expendrture duta by program. (See
Part [ of this manual )

Program costs Costs incurred and allocated by pro-
‘grams rather than by organizations  Program
costs should be those direct costs that are essen-
tial. to maintain the program (Sce also direct
(s ) -

Program detinitions See Part T and ﬁ\hxblt I-D
this manual  *

Presgram structure The hierarchical arrangement of
programs that represent the interrelationship of
activities to goals and objectives. The program
structure ¢ontuins categories of activittes with

fdves

Real propert)

common outp'uts and objectives. Programs may’
cut across existing departments and agencies.
Property tux rate See tax rate ’
Proprietary  account An account reflecting the
assets and liabilities of the district.

“Prorating  The allocating of expenditures or

income from a single source fo two or more
accounts to show, correct distribution of
charges or income:

Protested taves Tax money paid under protest and
held by the county auditor pending settlement
of the protest.

Purchase order A document which. issued to a
vendor. authorizes the delwery of specified mer-
chandise or the performance of certain services
and the making of a charge for them

Property consisting of land, build-
ings. munerals. umber. landscaping. and all
improvements thereto.

Rebates Abatements or refunds .

Recepts, Amounts received that
either mcur an obligation that must be met at
some future date or change the form of an asset
from property to cash and therefore decrease
the amount and value of school property
Money received from loans, sale of bonds. sale
of property purchased from capital funds. and
proceeds from insurance adjustments constitute .
most of the nonrevenue receipts' :

HORreyenle

Recents revenue Additions to assets that do not
incur an objigation that must be met at some
future date and do not represent exchanges of
property for money

Reclasstfication Redesifnation of current year's
income or expenditure items previously posted
to one account and later determined to be more
properly charged to a different account

Retund  An amount paid back or credit allowed on
account of an overcollection

Registered warrant - A warrant that is registered by
the county treasurer for future payment on
account of present lack of funds and that 1s_to
be paid with nterest in the order of its registra-
tion.

Registers A listing of transactions of like kind that
may be totaled and summarized for convénience
I posting, e g . payroll registers, warrant regis-
ters. and attendance regsters
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Retmbursement Cash or other assets received as a
repayment of the cost of work or services per-
formed; or repayment of other expenditures
made for or on behalf of another governmental
unit, fund, or department. (See also refund.).

Requisiion A document submuttgd itiating . a
purchase order to secure specified articles or ser-
vices. - .

Reverve An amount set aside te provide for esti-
mated future expenditures or losses, for working
capital, or for other specified purposes.

_Reservé for enc umbrances A reserve fepresenting

6 the segregation ‘of a portion of a fund balahce td
providé for unliquiddted encumbrances. Sepa-
rate accounts may be maintained for current and
prior year encumbrances.

Resources  All assets owned including land. buld-

ings. cash. estimated income not reahized. and. in

certain funds. bonds authonzed but unissued.

Restricted tunds Monies the use of
strictedrby legal reguirements

" which 1s re-

Revenue Addition to assets not accompanied by
an obhgation to perform service or deliver
prodscts

Revolving cast fund A stated amount. of money

o used primarnily for emergency, or smallor sundry
disbursements and remmbursed penodically
through properly documented expenditures.
which are summanzed and charged to proper
accounting classifications

Sules and 1wse tav Tax gmposed upon the sale and
consumption of goods and services. It can be
imposed as a general tax on the retail price of all
goods and services sold within the school system
junisdiction with few or imited exemptions or as
a tax upon the sale or consumption of selected
goods and services S¢parate accounds may be
maintained for general sales taxes and for selec-
tive sales taxes -

Schedules
ments that accompany the balance sheet or
other financial statements

Secured roll. Assessed value of real property, such
as land, buildings, secured personal property, or
anything permanently attached to land as deter-
mined by each county assessor.

Securities Bonds, notes, mortgages, or other forms
of negotiable or nonnegotiable mstruménts.

va
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Explanatory or supplementary state-”
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Self-contained classroom A classroom in which a
teacher usually instructs one group of students
in a majority of the instructional programs for a
school year. Self-contained classrooms are usu‘
ally found at the elementary school level.

Serial annutty bonds Notes or other evidences of
obligation in which the annual payment of prin-
cipal and interest combined are approxunately
the same each year.

Serial bonds Notes or other evidences of obliga-

tion redeemable by installment, each of which is
to be paid out of income of the year in Wthh it
matures.

Shured revenue  Revenue levied by one govern-
mental un‘t but shared, usually in proportion to
the amount collected, with another unit of gov-
ernment or class of governments.

Short-terin [oans A loan payable in five yeass or
less but not before-the end of the current fiscal
year. (See also current [nans ).

Site The location of a school or a central admunis-
trative unit.

Source document Any voucher or other datﬁ(that
supports an entry in the accounting records.

Special audit An examination of the accounting

.records ‘having a specific purpose, or a general
cexamination in addition to or in extenston of
the usual examination.

Specificatons Those particular qualities required
of products or services. P

Statements Formal wntten presentations setting
forth financial information. The term includes
exhibits, schedules, and written reports.

State Schonl Fund Monies provided by statute to
the State Department of Education for distribu-
tion to school districts on a predetermuned
formula. .

Stores Goods on hand n storerooms subject to
requisition. :

Student body fund A fun(td control the receipts
and the disbursements of student . association

, activities.

Subsidiary account A related account that sup-
ports in detail the debit and credit summarnes
recorded in a controllmg account. -

Subsidiary ledger A groupef subsidiary accounts,
the sum of the balances of which equal the bal-
ance of the related controlling account,.

( . 4
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Subvention Provision of assistance or financial
support, usually from a superior governmental
unit.

Summary. Consolidation of like items for account-
ing purposes.

Supply A material item of. an expendable nature

. that is consumed, wears out, or deteriorates in
use; or one that loses its identity through fabri-
cation or incorporation into a different or more
compleg( unit or substance. }

Surety bond A written promise to pay damages or
to indemnify against losses caused by the party
or parties named in the document through non-
performancé®or through defajation: eg., a
surety bond given by a contractor or by -an offi-
cial who handles cash or securities.

Surplus The excess of assets over liabilities.

Suspense account An accounj to which postings
are made temporanly pending determination of
the proper account to be charged or credited.

Suspense clearing An account that carries tem;;o-
rarily pending charges or credits to the proper
account or accounts to which they are to be
posted.

Tax anucipation notes
secure monies borrowed jin expectation of
receipt of tax-funds.

Instruments_ issued to

Tax liens Claims by governmental units upon
properties for which taxes levied remain unpaid.

Tax rate The amount of tax stated in terms of a
unit of the tax base. . M

Tax rate Yovmit The maximum rates of.tax that a
governmental unit may levy. '

Tax redemption Proceeds from the sale of tax-
delinquent property.

Tax relief subventions Funds ordinarily_paid to
compensate for taxes lost because of tax relief
measures.

Tax- roll The list showing the amount of taxes
levied against each taxpayer or property.

Taxes Compulsory charges levied wathin its bdund-
aries by a governmental’unit against the income
or property of persons, natural Qr corporate, to
support its activities. ,

Taxes recetvable An asset account representing the
uncpllected portion of taxes levied.

Term bonds Bonds of the same issue maturing at a
specified time or for a specified period.

. L3

Test check. The verification of selected items on
the assumption that those selected are represen-
tative of the entire group from which they are
selected. If no errors are found, thé unchecked
items in the group are assumed to be correct.

* Trade discount A reduction of the list price, usu-

ally expressed as a percent and related to volume
~. of business transacted. (The term is not to be
confused with cash discount ) ’

Trailer coach fees Assessments collected from
owners of trailer homes, which constitute per-
sonal property used in lieu of taxable real

: property.

Transfer Interdistrict or interfund payments-or
receipts not chargeable to expenditures or cred-
ited to income. Certain budget revisions are
bften referred to as transfers.

Trial balance A list of the balances of the accounts
in a ledger kept by double entry, with the debit
and credit balances shown ‘in separate columns. -
If the totals of the debit and credit columps are
equal or if their net balance agrees with a con-
trolling’ account, the lédgers from which the
figyres are taken are said to be “in balance.”

Trust fund A fund consisting of resources received -
and held by the school district as trustee to be
expended or invested in accordance with the
conditions of the trust. .

Tuttion  An amount chamged for educational ser-
vices provided to a student.

Unappropriated fund balance. The portion of a
fund balance not segregated for specific pur-
poses. All assets and estimated income available
for appropriatian are credited to the agcount
and Generat~Reserve; budgeted appropriations
artl other obligations are debited. The net value
of the account represerits the unappropriated
fund balance.

Unencumbered balance That portion of an appro-
priation or allotment not yet expended or obli-
gated. . .

Unit cost The total expenditure for a product,
program, or service divided by the total quantity
obtained or some other quantitative measure;
e.g., total expenditure divided by number of stu-
derits equals cost per student.

Unrealized mcome. Estimated income less income
received to date; also, the estimated income for
the remainder of the fiscal year.
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Unsevured roll Assessed value of personal propery
other than secured property. . °

Voucher. Any document that supports or verifies a
certain transaction.

. K
Voucher warrant A form embodying a warrant,
and voucher in one document.

Warrant A written order drawn by the governing
board or its authorized officer(s) or em-
ployee(s), approved by the county superin-
tendent of schools, and allowed by the county
auditor, directing the county treasurer to pay a
specified amount to a designated\payee.

Warrants pavable The face amount of warrants
outstanding and unpaid. . .

3

Withholding The process of deducting from a sal-
ary or wage payment an amount, specified by
law or regulation, representing the estimated
federal or state income tax of the individual that
the employer must pay to the taxing authority.

Work in process An asset representing the value of
partially completed work.

Work order A written authorization for the per-
formance of a particular job containing a de-
scription of the nature and location of the job
and specifications for the work to be performed.
Such authorizations are usually assigned job
numbers, and provision is made for accum)glat-
ing and’ reporting labor, material, .and other

« costs. - ‘

[N
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Part VIl

Data Processing Terminology

’ ’

Alpha The term used to indicate letters of the
alphabet as oppgsed to numbers.

Alphanumenc A term used to indicate a combina-

tion of letters, numbers, and special symbols
such as punctuation or mathematical notation.

Automated data processing (ADP). The continuous
integrated operation of data processing in which
automatic machines are used. different from
manual data processing. '

Batch A controlled greup of data gathered to-
gether for processing or balancing. ,

Batch provessing A technique by which items to
be processed must be coded and collected into
groups before processing.

Binary number system An internal numbering
system incorporated by computers which uses a
base of two, expressed as O or-1 (as opposed to
the decimal system, which uses a base of ten).

Block dgram A graphic presentation of a system,
computer, or program in which selected portions
are represented by boxes and interconnecting
lines. (See also flow chart.) )

Bug A mistake, malfunction, or omission in the
design of a program or computer.

By-product information Data, which, as a result of -

* being tabulated in a particular fashion or as a
result of being processed for other than the area
of specific design, becomes available for existing
records created for an entirely different purpose.

Card punch A machine that encodes data into tab-
ulating cards in the form of a pattern of round
or rectangular holes; card punches may be acti-
vated {y a computer or from a keyboard. (Seé
alsé key punch.) .

Cathode ray. tube (CRT). A device similar to a tele-
vision screen upon which data can be stored or
o displayed.

’

“

Central processing umt (CPU) That portion of a
computer containing the arithmetic, logic, con-
trol, and in some cases, main storage units.

Character reader A machine that optically scans

alphabetic, numeric, or special characters pre-
viously entered on a document (usually by high-
speed printer, typewriter, or imprinter).

Code A system of rules or signals for using a set of

_ characters to represent data or irstructions.

Collanng Comparing and merging two or more
similarly sequenced groups of items into one
sequenced group. )

Common Business-Oriented Language (COBOL) A
computer programming language using basic
English phrases designed for bustness applications.

- Common language A single code used by several

deyices (for example, typewriters, calculators,
and transmitters) manufactured by* different
companies. . ’

Compilation  Preparation of a machine language

. program By\(ranslation of each symbolic coded
< instruction into two or more machine language
instructions. '

Data Basic elements of information—facts, num-
bers, letters, or symbols—with or without a com-
puter. ’

Data collection The act_of bringing data from one
or more points to a central point.

Data communication The transmission of data
from one point to another.

Data processing ~ A series of planned actions and
operations upon\data to achieve a desired result.

Data processor A group of people and/or machines
organized and acting together to process data.

Debugging  Finding and removing “the mistakes =
from the design of a program or computer.
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Electronic data’ processing (EDP) A term réferring
to equipment that processes data by electronic
means; i.e., analog and digital computers.

Flow chart A graphic representation of the major
steps of work in process. (See also block diagram.)

Forrran (FORmula TRANslation). A programming
systém that converts mathematical statements
into computer language. *

Hard qgny Any printed copy of machine output;
e.g., freports, listings, documents, or other copy
in the form printed out by a computer.

Hardware Thé physical equipment or devices
which togethrer comprise a computer and associ-
ated data processing machines; the mechanical
or machine portion of a computer system.

Informanion  Facts and intelligence that result
from data processing-operations.

Information retri®al The methods and procedures

"~ for recpvenng specific information from stored

data.

Iuput Transfer of external information into the

cﬁtral processing unit or into an intermediate -

data-processing storage device.

Inquiry station A remote terminal device, such as
a typewriter keyboard, from which interrogation
of the contents of a computer’s storage can be
made. *

Ket nunch A card punch activated by a keyboard.
(See also card punch )

Language A system for representing and communi-
cating information between people and/or
machines.

Lines per minute (LPM) The rate of pnntmg speed

.of output printers.

Magnetic disc A flat, circular plate with a surface

that can be r(%gnetlzed to store data,

Magnetic tape A plastic or mylar strip coated with
a metallic oxide upon which data’ can be®re-

. corded in magnetized spots.

Marh reader A machine that optically scans marks
entered (usually manually) in specific posi-
tions on a form and assigns values based on such
positions. .

Mark sense ) Pencl strokes gene;ally entered on
bubbles on a punch card thag ¢an. be read elec-
trically by a machine..

Optical character recognition (OCR). A general
term refesring to the techmque of using ma-

chines for optical reading of characters, symbols, -
or marks from a printed input document.

Optical scanner A device that optically reads
@inted or written data, which is stored or
entered into a computer.

Output Information transferred from internal stor-
age to output deyices to produce cards, tapes,
business forms, repor'ts, and so forth.

Paper tape A ribbon-like strip of paper, one inch
or less in width, used as a means of recording
"data in the form of coded perforations.

Peripheral equipment The auxiliary machines that -
may be placed under the cohtrol of the central
computer; e.g., card readers, punches, and high-
speed printers.

Printout Display of computer-processed informa-
tion as hdrd copy.

Program A series of instructions that tell the com-
puter in minute detail how to process data.

Programmer A person who prepares problem-
solving procedures and flow charts and who may
also write antl debut programs.

Random access A storage techiiique in which the
computer can findfne bit of data as quickly as
any other, regardless of 1ts specific location in
storage, without requiring a sequential storage.

Real-time processing A method of processing data -
in which the machine‘begins to function at the
moment of initial input so that there is virtually
no passage of time between inquiry and result.

Software - Written programs and routines used to
extend tle capabilities of computers.

i

vSource document Any form from which data are

taken for processing.
Storage The retention of data for future retrieval
Test routine A program designed to show whether
or not a computer is functioning properly.
Throughput™ Productivity based on all facets of an
operation, e’g., a computer that can read, write,
. and compute simultaneously would have a high
throughput rating processing through the system.

* Time-sharing Using a computer to process multiple

requests by independent users and providing
responses rapidly so that each user feels that the

4 computer is entirely at his disposal.

Unit record equipment Computerized auxiliary
equipment such as card readers collators and
lnterpreters

Updating Revising so as to include current data.
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Other Publications Available 'from the Department of Education
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Culiforna School Accounting Manual s one of approxxmately 450 publications that are available from
< the Cabfornia State Department of Education. Some of the more recent pubhcauons or those most widety
uaed are the following , %

Accountigg Procedures tor Student Organizations (1979) ) '
Admanistration of the School DlSll’lL! BudgeHl975) (1nuludes 1977 supplemcnt)
Administration of the School Distrigy Risk Managetent Program (1977) “
Attendance and T nrollment Auounllhg 1n California Public Schools (1977)
Blhngud] Program, Policy, and Assessment lssues (1980)

California Guide to Parent Participation in Driver lduuﬂon (1978)

Calfornua Private School Durectory ,

Caltfornia Public School Diectory < e
California Public Schools Selected Statistics -

California School Business Procedures in Management In-service Tramning (1980)
Caltfornia School | nergy Concepts (1975) « -

Calitornia Schools Beyond Serrano (1979)
CBEFDS Data Users’ Guide (1981)
Discussion Guide tor the Calfornia Sch¥ol Improvement ProMIWS)

District Master Plan for School Improvement (1979)

Fducation ot Gifted and Talented Pupils (1979)

Lnglish Language | ramework for California Puf&hools (1976) -
f‘subhshmg SchoomSite Counclls  TheGalifornia School Improvement Program (1977)
Voreign Language t ramew ork for Calrfornia Public Schools (1980)
Guide for Multicultural t ducation  Content and Context (19773
Gude to  fhtorni®Private Postseconddary Career’l ducation (1980)

Guidelines and Procedures for Mecting the Speualued Huhff Care Needs

" ot Students (1980)

Handbook for Instructiod on Aglng (1978)

Handbook for Planning an Effective Readipg Pr:

A Handbook Regirding the Privacy and Disclosure o(Pup

Health Instruction | ramework for Calforna Public Schéols (

lx})provlng the Human Lnvironment of Schools (1979F ?

Liability Insurance in Cahfornia Public Schools (1978)

Loss Control Supplement, Administration of the Risk Mamagement® Program)&)?%

Manudl of | irst Aid Practices tor School Bus Driversdt980) > * .
New Frain Speaal Lducation  California’s Master Plin in Action (1980)
Parents Can Be Partners (1978) )
Pedestrian Rules of the Road in Califgrnia (1979)
Pedestrian Rules of the Road in California- Primary Ldition (1980)
Phy<ical Education for Children, Ages | our Through Nine (1978}
Physical Performance Test for Calfornia, Revised Fdation 11981)
Planning for Multicultural Education as a Part of School Improvement (1979)
Planning Handbook (1978) ’
Proficiency Assessmentin California A Status Report (1980)
Putting It Together with Parents (1979)
Readir® I ramework for California Public S¢hools (1980 )
Report of the Agd Hoo Committee on Integrated I ducation Programs (1978}
School Bus Inspection and Maintenance Guide (1978)
Suience I rqmework for Cabifornia Public Schools (1978)
Socral Sciences Education I ramework for California Public Schools (1975)
State Guidelines for School Athletic Programs (1978)
Student Acklevement 1n Califorma Schools . S
Students' Rights and Responsibilities Handbook (19803

. Teaching About Sexually mitted Diseases (1980) -~
A Unitied Approach to' Kcupational Education Rep®t of the Commussion

on Vocational Education (1979) R

Work Permit Handbook for California Public Schools (1976)

O;ﬂcrs should be directed to

Cahfornia State Department of Education
PO Box 271
Sacramento. CA 958.02

~y

Remuttance or purchase order must atcompany order Purchase orders withput checks are accepted only
from government agencies in California Sales tax should $e added to all orders from California purchasers.
A Lomplete)xst'of publications avatlable from the Department may be pbtained by writing to the address
Jl1sted above. -

t Also avallable 1n Spanish. at the grice indicated. - , N
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